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Procurement Handbook Modified: 09/09/2008
001 ITS Role in IT Procurement

001-010 Introduction to ITS and Technology Procurement

The Mississippi Department of Information Technology Services (ITS) was created by the legislature to maximize
the use and benefit of information technology in state government by promoting full cooperation, coordination,
cohesive planning, and maximum compatibility among all state agencies and institutions of higher learning. State
statute establishing ITS and outlining the duties and responsibilities of the agency is found in Mississippi Code
Section 25-53-1, et seq. Lexis Publishing is the official publisher of the Mississippi Code, which can be accessed
through the Secretary of State’s website: http:/iwww.sos.state.ms.us/ed_pubs/MSCode/. A summary of ITS statute
is found in this handbook under 001-050 Summary of ITS Statute.

The acquisition of information technology for all state agencies and institutions of higher learning (IHLs) is within
the scope of the ITS law and the policies and procedures established in accordance with this statute. ITS law and
policy cover the procurement of all information technology hardware, software, and services by state agencies and
IHLs.

The responsibilities of ITS in the procurement of technology for the state of Mississippi include:

e Furnishing customers with technical guidance and assistance in complying with the legal requirements of state
purchasing laws for information technology
Maximizing competition among technology manufacturers and service providers
Maximizing the compatibility of the State's information resources
Acquiring complete information technology solutions that provide the best combination of functionality and cost
Leveraging the State's combined purchasing power to provide the best possible discounts

State agencies and institutions of higher learning are required by law to follow ITS procedures in
information technology procurements. The only statutory exceptions are for any agency financed entirely by federal
funds and for acquisitions by institutions of higher learning made wholly with federal funds. Note that there is no
exception for state agency projects that are federally funded, use grant money, or paid for via other nontraditional
funding models.

For many acquisitions, agencies and IHLs must obtain ITS approval prior to initiating a purchase. For other
acquisitions, ITS has delegated responsibility for technology purchases to the agencies and institutions according to
specific guidelines.

Governing authorities (e.g. community/junior colleges, county boards of supervisors, school districts,
municipalities) are not required to use ITS procurement procedures but may choose to do so as one way of
meeting public purchasing requirements.

Public Purchasing Law, Mississippi Code Title 31, Chapter 7, governs the purchase of commodities, non-IT
equipment, and travel for the state of Mississippi. This law is administered by the Mississippi Department of
Finance and Administration, Office of Purchasing, Travel, and Fleet Management and can be accessed through the
Secretary of State’s website: http://www.sos.state.ms.us/ed_pubs/MSCode/. ITS utilizes the provisions of Public
Purchasing Law and DFA/OPT purchasing guidelines for Sole Source and Emergency procurements of
information technology. ITS also works closely with DFA to assist customers and vendors in interpreting and
complying with the provisions of ITS and Public Purchasing statutes. To the extent possible, the staffs of these two
organizations attempt to keep rules and procedures synchronized for IT and non-IT procurements.

The Personal Service Contract Review Board (PSCRB) governs the solicitation and selection of contractual
services personnel for personal and professional services that do not involve information technology. Please note
that IT professional services provided by contract workers, as opposed to independent contractors, are
outside the scope of ITS law and policy and therefore fall under the guidelines of the Personal Service Contract
Review Board. Personal Service Contract Procurement Regulations can be accessed through the State Personnel
Board’s website at http:/www.spb.state.ms.us.
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001 ITS Role in IT Procurement

001-020 Acquisitions within ITS Purview

1. Information Technology Equipment, Software, and Services:
Section 25-53-3 of the Mississippi Code of 1972 defines ITS' authority over the acquisition of any information
technology, computer or telecommunications equipment, electronic word processing and office systems, or
services utilized in connection therewith, including, but not limited to, all phases of computer software and
consulting services and insurance on all state-owned computer equipment. Acquisition of computer or
telecommunications equipment or services means the purchase, lease, rental, or acquisition in any other
manner of any such computer or telecommunications equipment or services. Telecommunications
equipment, systems, and related services are defined as the equipment and means to provide
telecommunications transmission facilities; telephone systems, including voice processing systems; facsimile
systems; radio paging services; satellite radio, telephone, and dispatch services; mobile telephone services,
including cellular mobile telephone services; intercom and paging systems; video teleconferencing systems;
personal communications networks and services; and any and all systems based on emerging and future
telecommunications technologies related to any of these devices or services.

Please note that, unlike public purchasing law, the statute that defines ITS' purview over technology
acquisitions includes services. All technology services, whether for direct, hands-on skills such as application
development and network support, or for such technology consulting services as technology training (both
classroom and on-the-job), technology studies, project management, technology advisory roles, quality
assurance support, and facilities management, are within ITS purview.

2. Global Positioning System (GPS) and Navigation devices
The Global positioning System (GPS) is a U.S. space-based radio-navigation system that provides reliable
positioning, navigation, and timing services to civilian users. For anyone with a GPS receiver, the system
provides location and time.

ITS wants to emphasize the fact thatitdoes have purchasing purview over GPS and navigation devices under
the following conditions:

When the GPS and navigation capability is integrated into a PocketPC or WinCE product

When the GPS and navigation capability is integrated into a Palm OS device

When the GPS and navigation capability is integrated into a Linux PDA device

When the GPS and navigation capability is integrated into a Blackberry

When the GPS and navigation capability is integrated into a smart mobile device running on the Symbian
(O]

3. Electronic Government:

Private companies are offering partnerships with all levels of government to provide the tools and resources to
implement internet-based services and business solutions (“E-Government’) with little or no up-front
investment of money by the government entities. These companies use various funding mechanisms to
recoup their expenses and to realize a profit from these services. Per an Attorney General Official Opinion
dated August 25, 2000, the Attorney General’s office affirmed that pursuant to state statute, ITS has the authority
to establish a procedure requiring the definition of requirements and a competitive contract award for the
procurement of E-government services, regardless of the funds actually paid up-front by a state entity.

For purchases in which (1) the value of the goods and services exceeds $25,000, (2) there is a competitive
market, and (3) there is potential for vendor profit from the project, contracts must be awarded based on an
open and competitive process that allows the state to compare offerings to obtain the best product, service, and
value, regardless of monies paid directly to the vendor by the state entity. The competitive process ensures the
state’s requirements are well-defined, project contracts are negotiated to protect the state’s interest, and the
vendor selected is the one with the most advantageous combination of cost and services.

001-020 Acquisitions within ITS Purview 2



The same Attorney General’s opinion also affirmed that state statute gives ITS the authority and responsibility
to establish infrastructure standards for E-Government that must be utilized and conformed to by all state
agencies. These standards must be incorporated into any specifications for the procurement of E-Government
products and services.

For any procurement related to E-Government, the purchaser should submit a procurement request form to ITS
to initiate the project.

4. Internet and Application Service Providers
ITS wants to emphasize the fact that services offered through Internet Services Providers and Applications
Services Providers are subject to ITS oversight. These services include but, as technology evolves, are not
limited to the following examples:
® Internet access and related services packaging
applications and database hosting/processing
website development, content management and hosting
email hosting; equipment co-location services
data back-up and recovery services
disaster recovery services
business continuation services
network operations center services
electronic payment processing
systems and security administration
line of business outsourcing such as electronic reservations management, help desk and/or license sales
related outsourced IT services

5. Printers/Copiers:
ITS has jurisdiction over the procurement of stand-alone and networked printers, while the Department of
Finance and Administration (DFA), Office of Purchasing, Travel, and Fleet Management is responsible for the
purchase of copiers. As multifunction devices have become available, the line between equipment under ITS
purview and equipment under OPT purview has become less distinct. ITS and DFA monitor this technology
convergence and its impact on the ITS and DFA customers and procurement approach.

Customers may purchase devices whose primary function is copying from DFA state contracts. If the device
purchased from the DFA contract will be networked and the total purchase price is over $30,000 (or if the total
cost for the term of a lease is over $30,000), the customer must submit an Exemption Request for ITS approval.
This process ensures that ITS is aware of purchases of large networked print devices that will potentially need
to interface with the State Data Center.

Devices that are purchased to function primarily as network or stand-alone printers may be procured through
the ITS Express Products List (EPL) or through a procurement request to ITS.

6. Document Imaging and Management:
Document imaging and management systems scan, store, index, and retrieve documents and other business
data electronically. Documents are converted to digitized images, typically via a document scanner. Standard
components of document management systems include document capture, document storage and archiving,
document indexing and retrieval, document exporting capability, and security to protect documents from
unauthorized access. Document imaging and document management, including hardware, software, imaging
services, and/or any other related consulting services, are within the purview of ITS. Equipment and services for
analog methods of data imaging and retrieval, such as microfilm, are not within ITS purview.

7. Management Consulting Contracts:
Procurements of consulting services for a study that is the initial phase of an application development project,
for functional or conceptual systems design, data modeling, network design, network security, and technology
infrastructure recommendations are examples of consulting contracts that require ITS approval. Other
consulting studies, such as business process reengineering, process analysis, and general management
studies, may fall under the purview of ITS or of the Personal Services Contract Review Board (PSCRB),
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depending on the specific project deliverables. If the study's primary focus is technology, the services should
be procured through ITS. If the primary deliverable from a management consulting contract is a report in which
recommendations of technology are included but are not the primary component, the services may be
procured through ITS or the PSCRB, at the customer's discretion. If the customer is uncertain whether ITS
approval is required for a specific project, the customer may contact the ITS Procurement Help Desk at (601)
576-HELP (576-4357) and/or may submit an Exemption Request to ITS for written documentation that the
specific project does not require ITS approval.

Regardless of the procurement mechanism used for a management consulting contract, once the customer is
ready to proceed with technology purchases based on recommendations from a consulting study, including the
study report with the technology procurement request is beneficial to both the customer and to ITS and helps
expedite the purchasing process.

8. Donations and Gifts of Information Technology:

Recipients of donations and gifts of older information technology near or at the end of their life-cycle should
assess the cost of the items received in terms of usefulness relative to newer technology. Many older
technology items are more costly to uninstall, relocate, reinstall, operate, and maintain than new equipment of
the same type.

A donation or gift requires ITS approval if the costs of installing, operating, and supporting the equipment
exceed amounts delegated to the recipient under the Delegation of Approval Procedure. ITS will be glad to
assist in assessing the value of donations and gifts of information technology on request.

9. Other Examples of Procurements Under ITS Purview:
Equipment or services for a specialized application whose primary function or purpose is other than
information technology and for which any computer chip or telecommunications component is secondary or
incidental to the equipment's primary function are outside the purview of ITS.

See 001-030 Exceptions to ITS Purview for a list of some specific items that do not require ITS approval
and for instructions on obtaining confirmation regarding ITS purview for a specific procurement.
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001 ITS Role in IT Procurement

001-030 Exceptions to ITS Purview

State statute governing ITS provides for some specific exemptions from ITS purview and also allows ITS to establish
policies and procedures for delegating bidding and contracting responsibilities for IT procurement to the
purchasing agency. However, ITS is not authorized to exempt any purchase from applicable state
statute, including but not limited to the competitive bid requirement.

Section 25-53-25 (1) of the Mississippi code excludes any agency financed entirely by federal funds from ITS
purview. Section 25-53-25 (3) excludes the following acquisitions from ITS jurisdiction: "Acquisitions of computer
equipment and services by institutions of higher learning or junior colleges wholly with federal funds and not with
state general funds...." This code section specifically states, however, that these acquisitions are NOT exempt from
public purchasing laws. Please note that neither of these code sections exempts acquisitions made by state
agencies with federal funds from ITS purview unless the entire agency is federally funded and has no general or
special fund budget.

Section 25-53-25 (2) of the Mississippi code gives ITS the authority to delegate purchasing responsibility and is the
basis for the Exemption, Delegation of Approval, and Planned Purchases Procedures.

Equipment, software, or services for a specialized application whose primary function or purpose is other than
information technology and for which any IT functionality or component is secondary or incidental to the equipment’
s primary function are outside the purview of ITS.

ITS maintains a partial list of items and services about which frequent questions are asked regarding ITS purview.
The list is not exhaustive and is updated as new situations arise.

The following procurements do not require ITS approval. Because of potential impact on
technology infrastructure, notification to ITS is required in some cases, as noted below:

Product: Examples:

Specialized medical or scientific products whose primary| ® Spectrophotometers/spectrometers

purpose is other than information technology CT and other medical scanners

Equipment for performing lab tests or analyses
Automated weather stations and monitoring devices
Intelligent Medication Dispensers

Laser and magnetic media

Printer toner cartridges

Computer paper

Computer desks

Computer cabinets

Printer paper trays

Envelope feeders

Power strips

Surge protectors

User manuals

Technical manuals

Annual reports

Policy manuals

State's "Blue Book"

Electronic magazines

Electronic databases: Lexis/Nexis, Westlaw, Solinet
Electronic textbooks or reference material
Equipment needed to create, edit, and/or broadcast

Computer supplies

Computer furniture

Computer accessories

Technology Reference Manuals: hardcopy or electronic

Electronic or online publication of state-published
documents (static, without functionality)

Online Research or Educational Material (standard "off
the shelf' delivery of static information without
customized or interactive functionality)

Radio/TVbroadcast orreception equipment(i.e.

001-030 Exceptions to ITS Purview 5



one-way transmission)

audio/video programming
e Cable television
Satellite dishes for receipt of television broadcast
programming (Note: Satellite transmission and
reception systems for providing communication
facilities DO fall within ITS purview.)

Radar equipment

Microfilm and other analog image storage media

Microfilm/microfiche viewing and duplicating
equipment

e Microfilm cameras
e Digital indexing systems for analog storage media
Digital cameras and self-contained surveillance e Surveillance cameras
equipment e Video monitors
NOTE: Surveillance systems for which devices have
assigned IP addresses or have a network connection DO
fall within ITS purview
Services: Examples:

Vendor-independent Advisory / Research Subscription
Services: (Prior approval not required. Supply ITS with
a copy of any supplement to an ITS Master
Agreement)

e Gartner "seats" Subscription
e Giga Advisory Service Subscription

Technology products or services provided by one
Mississippi agency or institution for another. These types
acquisitions are specifically exempted from the bid
requirement per Mississippi code Section 31-7-13 (m)

(vi).

Notify ITS during the planning phase for any
acquisitions having market value above the current
Delegation of Approval limits. In addition, please
provide ITS with a copy of any contracts or
agreements executed for agency-to-agency
acquisitions immediately upon execution.

Note: If the acquisition commits the state entity
to expenditures with any private company in an
amount above the current Delegation of
Approval limits, the acquisition is NOT exempt
from ITS purview.

The Mississippi EDNET Institute
Mississippi's public universities

State agencies

The John C. Stennis Institute of Government

Technology products or services furnished to state
entities by other governmental entities or instruments or
by peer or affiliated organizations. These types
acquisitions are specifically exempted from the bid
requirement per Mississippi code Section 31-7-13 (m)
(vi).

Notify ITS during the planning phase for any
acquisitions having market value above the current
Delegation of Approval limits. In addition, please
provide ITS with a copy of any contracts or
agreements executed for agency-to-agency
acquisitions immediately upon execution.
Note: If the acquisition commits the state entity
to expenditures with any private company in an
amount above the current Delegation of
Approval limits, the acquisition is NOT exempt
from ITS purview.

e Federal agencies: EPA, USDA

e AASHTO (American Association of State Highway
and Transportation Officials)

® Public universities

e Counterpart agency from another state
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Technology services provided by contract employees,
designated according to the agency’s determination
under the guidelines of the Internal Revenue Service
(IRS) Questionnaire for Classification of Contractual
Personnel. (Note: IT services provided by
independent contractors DO fall under the
purview of ITS).

ITS customers should procure the items or services listed above in compliance with the regulations of the
Department of Finance and Administration Office of Purchasing, Travel, and Fleet Management or the regulations
of the Personal Service Contract Review Board, or local purchasing requirements, if applicable. However, ifitis
appropriate and desirable to procure an item from the above list in conjunction with a turnkey information
technology procurement, the item may be included with that acquisition under ITS purchasing statute and
procedures.

Even if the item being purchased is not listed above, ITS approval may not be required if the equipment or service is
for a special purpose other than information technology.

When uncertain about a specific procurement, please contact the ITS Help Desk at576-HELP (576-4357) to
determine whether ITS involvement is required. To obtain written verification from ITS of whether ITS approval is
required for a specific acquisition, please submit a letter or e-mail to: Information Technology Services - ISS, 301
North Lamar Street, Suite 508, Jackson, MS 39201, projects@its.ms.gov. Upon ITS staff review of the exemption
request, if the ITS staff concurs that the procurement is not within the scope of ITS law/policy/procedure, the ITS
Executive Director will write a letter or memo to the requesting agency/institution specifying that the acquisition does
not fall within ITS purview. No CP-1 Acquisition Approval is issued or required. The agencyl/institution may proceed
with the procurement in compliance with applicable laws.
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001 ITS Role in IT Procurement

Modified: 02/20/2008

001-050 Summary of ITS Statute

Sections 25-53-1 through 25-53-191

Category/Code Section

Purpose of ITS:

25-53-1

To maximize the use and benefit of information technology by promoting full
cooperation, coordination, cohesive planning, and maximum compatibility among
all state agencies and institutions of higher learning;

Purview of ITS:

e State Agencies (Exception: agency financed entirely by federal funds)
e |nstitutions of Higher Learning
e Other political subdivisions on request

1. Procurement

Authority, Duties, & Responsibilities

Business Area: Information Systems Services (ISS)
Scope: All information technology (including telecommunications) hardware, software, and services

Category/Code Section

Responsibilities:

25-53-5 (d)

e Maximize competition among manufacturers;
® Maximize compatibility among information systems;

25-53-21 (f)

e Serve as purchasing and contracting agent for the state for all IT hardware,
software, and services;

e Receive and review all requests for the acquisition of IT hardware, software, and
Services;

e Approve or disapprove all requests for the acquisition of IT hardware, software,
and services;

25-53-5 (0)

Award contracts to the lowest and best bidder, after determining the lowest and best
of the proposals submitted;

25-53-5 (k); 25-53-21 (f)

Approve all contracts for technology hardware, software, and services;

25-53-21 (f) Execute all contracts for technology hardware, software, and services;
Authority:

25-53-5 (d) Require the use of common computer languages;

25-53-21 (e) Require the renegotiation, termination, amendment, or execution in proper form
and according to established policies, rules, and regulations, of all contracts for the
acquisition of IT hardware, software, or services;

25-53-25 (2) Develop policies for delegating bidding and contracting responsibilities to the

purchasing agency;

la. Procurement: Telecommunications- Specific
Scope: All requests by state agencies for the purchase or lease of telecommunications systems or services including
telecommunication proposals, studies and consultation contracts, and intra-LATA and inter-LATA transmission

channels

Category/Code Section

Responsibilities:

25-53-111 (h)

Establish and define telecommunications systems and services specifications and
designs so as to assure compatibility of telecommunications systems and services
within state government and governing authorities;

25-53-111 (1)

001-050 Summary of ITS Statute
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telecommunications systems;

Authority:

25-53-111 (g)

Review, coordinate, approve or disapprove all requests for procurement, through
purchase or least, of telecommunications systems or services, including
telecommunication proposals, studies and consulting contracts and intra-LATA and
inter-LATA transmission channels;

25-53-109 (c) (iv)

Manage specification writing, bid letting, proposal evaluation, and contract
negotiations for telecommunications systems and services;

2. Technology Oversight, Standardization, and Operations
Business Areas: Strategic Services, Telecom Services, Data Services
Scope: Cooperation between state agencies for the purpose of efficient IT operation

Category/Code Section

Responsibilities:

25-53-5 () Acquire and operate technology to provide services to state agencies when, in ITS’
opinion, such operation will provide maximum efficiency and economy in the
function of any agency or state government as a whole;

25-53-21 (a) e Conduct continuing studies of all information technology activities carried out by

all agencies;

e Develop a long range plan for the efficient and economical performance of all
information technology activities in state government;

25-53-21 (a), (d)

Implement the long range technology plan as it applies to ITS and ensure that the
over-all technology direction outlined in the plan is implemented by all state
agencies;

Authority:

25-53-5 (g) Provide for the development and require the adoption of standardized computer
programs;

25-53-5 (i) Specify organizational structures within state agencies relating to information
technology operations;

25-53-21 (¢) Inspect the IT operations of any agency as necessatry;,

25-53-21 (d) Decide all questions of the division of the cost of information technology operations
among the agencies;

25-53-21 (9) e Shall suggest and cause to be brought about cooperation between the agencies

and institutions in order that work and/or equipment in one agency may be made
available to another agency;

e Effect any improvements necessary for the purpose of joint or cooperative IT
operations;

25-53-29 (1) (c)

Inspect agency facilities and equipment, interview agency employees, and review
records at any time deemed necessary for the purpose of identifying cost-effective
applications of technology;

25-53-29 (c)

Issue management letters to agency heads following IT inspections, with cost
estimates and recommendations concerning staff reductions, other monetary
savings, and improved delivery of services;

2a. Technology Oversight and Standardization: Telecommunications- Specific
Scope: All telecommunications systems and networks used by state agencies

Category/Code Section

Responsibilities:

25-53-105

25-53-105

25-53-109 (b)

001-050 Summary of ITS Statute
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maintenance of all telecommunications systems and networks used by
agencies of the state;

e Coordinate the compatibility of systems and networks of the state with those of
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system for agencies and governing authorities;




25-53-109 (c)

25-53-111 (a)

25-53-111 (b)

25-53-111 (d)

25-53-111 (e)

25-53-111 (f)

25-53-111 (i)

25-53-111 (j)

25-53-111 (k)

25-53-111 (1)

Provide more effective management of state telecommunications resources

and implement long-range plans and procurement;

® Manage, plan, and coordinate all telecommunications systems under the
jurisdiction of the state;

e Establish and coordinate through state ownership or commercial leasing all
telecommunications systems and services affecting the management and
operations of the state;

® Act as sole centralized customer for the acquisition, billing, and record keeping
of all telecommunications systems or services provided to state agencies
through lease or purchase;

e Offer or provide transmission, switch and network services on a reimbursable
basis to agencies financed by federal funds, to governing authorities, and to
other governmental agencies;

e Approve or provide state telephone services on a reimbursable basis to full-time
students at state institutions of higher learning and junior colleges;

e Develop coordinated telecommunications systems or services for all state
agencies;

e Provide a continuous, comprehensive analysis and inventory of
telecommunications costs, facilities and systems within state government;

e Promote, coordinate or assist in the design and engineering of emergency
telecommunications systems, including but not limited to 911 service,
emergency medical services and other emergency telecommunications
Services;

e Advise and provide consultation to agencies and governing authorities with
respect to telecommunications management planning;

e Develop policies, procedures and long-range plans for the use of

telecommunications systems;

Authority:

25-53-109 (a)

25-53-109 (c) (i)

25-53-109 (c) (ii)
25-53-109 (c) (iii)
25-53-109 (c) (v)

25-53-109 (c) (vi)
25-53-109 (c) (vii)
25-53-111 (c)

25-53-111 (f)

25-53-119

e Form an advisory council of persons with expertise and experience in
telecommunications for the purpose of setting goals, establishing long-range
plans and policies, and overseeing and assisting in the procurement of
telecommunications equipment and services;

e Administer telecommunications systems, including coordination of activities,

vendors, service orders, and billing/record-keeping functions;

Plan new systems or services;

Design replacement systems;

Supervise the implementation of new systems and ongoing support;

Implement long-term state plans;

Manage intra-LATA and inter-LATA networking;

Charge respective user agencies for their proportionate cost of the installation,

maintenance and operation of the telecommunications systems and services,

including the operation of ITS;

® Require cooperative utilization of telecommunications equipment and services
by aggregating users;

e Sole authority and responsibility, within the constraints of this statute, for
defining the specific telecommunication equipment, systems and services to
which this statute is applicable.

3. Training Business Area: Education Services
Scope: Training programs for employees in information technology positions and end-users of technology

Category/Code Section

Responsibilities:

25-53-5 (g)

Establish training programs for state agency personnel;

25-53-29 (d)

Conduct classroom and onsite training for end-users of applications and systems
and for IT professionals;

25-53-111 (k)
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4.

| technology and system use;

Reporting Business Area: Strategic Services
Scope: Any information that may be required for carrying out the purposes of ITS as established in statute

Category/Code Section

Responsibilities:

25-53-21 (c) Ensure all reports required of the agencies to ITS are promptly and accurately
made;
25-53-21 (d) Together with the heads of agencies, prepare and execute cooperative plans for the

acquisition and operation of IT equipment;

25-53-29 (1) (b)

Publish written planning guides, policies and procedures for use by agencies and
institutions in planning for IT;

25-53-29 (2) Annually issue a three-year master plan recommending statewide strategies and
goals for the effective and efficient use of information technology and services in
state government, including recommended policy actions;

25-53-29 (3) Produce ITS annual report for the Governor and Legislature;

Authority:
25-53-5 (i) Require documentation of information technology procedures utilized by agencies;

25-53-29 (1) (b)

Require agencies to submit information on IT inventory, staffing, systems planned,
and any other information needed for the state master plan;

25-53-111 (I) Require all state agencies to submit a long-range plan for the use of
telecommunications equipment, systems and services;
25-53-21 (d) Report to the ITS Board any failure on the part of any agency to carry out the

provisions of cooperative plans;

Consulting Business Area: Information Systems Services; Telecom Services; Data Services

Scope: Planning, consulting, project management, systems and performance review, system definition, design,
application programming, training, development and documentation, implementation, maintenance and other tasks
within the resources of ITS, for agencies, institutions, political subdivisions, and other governmental entities, on a fee

basis

Category/Code Section

Responsibilities:

25-53-29 (2)

Provide a high level of technical expertise for government entities;

25-53-29 (1) (e)

Provide consulting services to agencies and institutions or governmental
subdivisions requesting technical assistance;

Authority:

25-53-29 (1) (e)

Submit proposals and enter into contracts to provide services to agencies,
institutions, or governmental subdivisions;

25-53-29 (4)

Charge fees to agencies and institutions for services rendered to them;

25-53-29 (6)

Contract with firms or individuals to augment the consulting staff to ensure timely
completion of tasks;

Additional Requirements of State Agencies:

Category/Code Section

Responsibilities:

25-53-113

Give full cooperation to ITS in furnishing all information of any kind as it pertains to
telecommunications;

25-53-115 No agency shall rent, lease, lease/purchase, purchase, or in any way own or pay
for the operation of any telecommunications system out of any funds available for
use by that agency without the written approval of ITS.

25-53-117 No agency shall obligate the state to any vendor for a telecommunications system of

001-050 Summary of ITS Statute

any kind. All transactions dealing with a telecommunications system shall be
conducted through ITS and any vendor found in violation of this policy may be
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| prohibited for bidding for up to 24 months.

001-050 Summary of ITS Statute
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Modified: 02/20/2008

001-060 Index to ITS Statute

Index to ITS Statute: Sections 25-53-1 through 25-53-191

Where is it in ITS Statute?

Advertising: 14 day minimum 25-53-5 (0)
Advisory Committee (IRC) 25-53-5 (p)
Annual Report 25-53-5 (0) 25-53-29 (3)
Bid: Definition: includes RFPs, other instruments 25-53-3 ()
Bid Limit: Link to 31-7-13 (c) in public purchasing 25-53-5 (0)
Board: Bond 25-53-7 (2)
Board: Duties & Responsibilities 25-53-5
Board: Membership 25-53-7 (1)
Board: Monthly Meetings 25-53-11
Board: Minutes 25-53-17
Board: Per Diem 25-53-9
Board: Quorum 25-53-13
Board: Votes: liability for 25-53-15
Bond: Executive Director 25-53-19
Cellular: See Wireless Communication Devices

Charges: See "Fees"

Chief Confidentiality Officer 25-53-21 (h)
Community Colleges: Federal funds exempted 25-53-25 (3)
Community Colleges: Special needs 25-53-5 (b)
Compatibility: Maximizing 25-53-5 (d)
Competition: Maximizing 25-53-5 (d)
Consulting Services 25-53-29 (1) (a) |25-53-29 (1) (e)
Consulting Services: Highly qualified staff 25-53-29 (5)
Consulting Services: Contracting for staff augmentation 25-53-29 (6)
Consulting Services: Escalate positions 25-53-29 (5)
Consulting Services: Fees 25-53-29 (4)
Contracting Agent. Executive Director as 25-53-21 ()
Contracts: Approving 25-53-5 (k)
Cooperation between state agencies 25-53-21 (d) 25-53-21 (g)
Definitions 25-53-3
Delegating Contract Approval to Executive Director up to $ Limit[25-53-5 (k)
Delegating Procurement Responsibility to Agencies 25-53-25 (2)
Disposal of Equipment 25-53-5 (c)
Documentation of IT Procedures of an Agency 25-53-5 (i)
E-Government 25-53-151
Escalated Positions 25-53-107 (2) |25-53-29 (5)
Executive Director: Bond 25-53-19
Executive Director: Duties 25-53-21
Executive Director: Hiring staff 25-53-19
Executive Director: Selection and qualifications 25-53-19
Federally Funded Agencies Exempt from ITS 25-53-25 (1)
Fees: ITS Revolving Fund 25-53-5 (r)

001-060 Index to ITS Statute
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Fees: RFPs and other documents

25-53-5 (d)

Financial Disclosure: Board and Executive Director 25-53-7 (3)
GIS: Delivery system infrastructure 25-53-5 (s)
GIS: Warehouse 25-53-5 (s)
GIS: Coordinating Council for GIS/Remote Sensing 25-53-201
Established

IHL/Community Colleges: Federal funds exempted 25-53-25 (3)
IHL/Community Colleges: Special needs 25-53-5 (b)
Information Confidentiality Officers 25-53-51--59
Legislative Advisors 25-53-7 (4)
Limitation of Liability 25-53-21 (e)
Local Governments: Assist with IT Plans 25-53-5 (m)
Lowest and Best 25-53-5 (0)
MESC: Exempt from ITS (federally funded) 25-53-25 (1)
Negotiating within Terms of Specifications 25-53-5 (0)
Open and Competitive Specifications 25-53-5 (0)
Operate Computer Equipment: Maximum efficiency & economy|25-53-5 (1)
Organizational Structures 25-53-5 (i)
Pilot Projects 25-53-5 ()
Plan: Issue 3-year master plan annually 25-53-29 (2)
Planning Guides and Policies 25-53-29 (1) (b)
Private Sector: Services to nonstate entities 25-53-5 (e)
Procurement: $ limit for bid 25-53-5 (0)
Procurement: General rules 25-53-5 (0)
Protests 25-53-5 (n)
Public Purchasing Law 25-53-5 (p)
Reject All Bids 25-53-5 (0)
Reporting by Agencies to ITS 25-53-5 (h)
Rules and Regulations: Establishing and publishing 25-53-5 ())
Rules and Regulations: Reporting 25-53-5 (h)
Sole Source (General Reference: 25-53; Specific: 31-7) 25-53-5 (p) 31-7-13 (m) (viii)
Specifications: Open and competitive 25-53-5 (0)
Staff: Hired by Executive Director 25-53-19
Standardized Computer Programs: Requiring 25-53-5 (Q)

Telecommunications

25-53-101--125

Telecommunications: Charge user agencies proportionate
cost

25-53-111 (c)

Telecommunications: Equipment support contracts 25-53-121
Telecommunications: ITS as sole centralized customer 25-53-111 (b) |25-53-115 25-53-117
Telecommunications: Procurement scope 25-53-111 (g) |25-53-115

Telecommunications: Escalate positions

25-53-107 (2)

Telecommunications: Procurement

25-53-123

25-53-113 (q)

Title of EQuipment

25-53-5 (C)

Training 25-53-29 (1) (a) | 25-53-5(Q) 25-53-111 (k)
and (d)

Wilreless Communication Commission 25-53-171

Wireless Communication Devices 25-53-191

001-060 Index to ITS Statute
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Modified: 11/06/2006

001-070 Index to Attorney General Opinions

Opinion Date
AG DOC
Number
Requestor, if
other than ITS

Subject

Opinion

® September 22, 2006

Cooperative Purchasing Agreements

ITS may adopt rules and procedures for submitting

e 2006-0457 cooperative purchasing agreements for approval by DFA
to be utlized by ITS on behalf of agencies and institutions
of the state.

e May5, 2006 Cooperative Purchasing Agreements |DFA may adopt as its own purchase agreements the

e 2006-00159 cooperative agreements developed by other states and

e DFA local governments

e April 14,2006 ITS Board: Holdover in office ITS code does not provide any authority for an ITS board

e 2006-00125 member to hold over in office until a successor is

appointed.

January 25, 2006
2006-0030
DFA

Contract Clauses: Indemnity and
related matters

Absent express or implied authority, an agency cannot
indemnify or hold harmless a contractor for liability
arising from the contractor's performance or negligence;
State may affirmatively acknowledge its potential liability
under the Tort Claims Act; Limitation of liability provisions
are unenforceable except in one instance in which
Legislature has provided express authority to ITS
Executive Director.

November 30, 2004
2004-0572

Cooperative Purchasing Agreements

ITS has the authority to establish reasonable rules,
regulations, and procedures to effect the utilization of
cooperative purchasing agreements as provided in
Section 31-7-13 (m) (xxix) for information technology
purchases.

® August 22,2003

e 2003-0411

® Tunica County
School District

Unsealed Bids and Other
Irregularities or Technical
Deficiencies

Irregularities that can be waved generally have the
following characteristics:

1. Mandatory statutory provisions are not violated.

2. Irregularity does not in any way destroy the
competitive character of the bid.

3. Irregularity has no effect as to the amount of the
bid.

4. Irregularity does not give one bidder an

advantage or benefit over other bidders.
Sealed bid requirement is statutory and cannot be
waived.
A domestic corporation must be duly incorporated and
in good standing with the Secretary of State’s office to
be awarded a bid.

e May 16,2003

e 2003-0203

Purchase of MS EdNet Services by
State Agencies

ITS can include EdNet services in the category
"“technology services furnished to state entities by
other governmental entities," thus exempting these
acquisitions from the requirement for competitive bids
(MS Code Section 31-7-13(m)(vi)) and from ITS
approval (ITS Procurement Handbook)

e QOctober 4, 2002

ITS Purview over Community

001-070 Index to Attorney General Opinions

10/4/02: Only IT equipment purchased by Community
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2002-0534

April 12,2002
2002-0153

March 16, 2001
2001-0139

Colleges

Colleges using funds from local tax levies are under
ITS purview;

4/12/02: Expenditures of tax proceeds by Community
Colleges for IT purchases are under ITS purview;
3/16/01: Community Colleges, as agencies of local
government, are not under ITS purview.

December 15,
2000

Insurance Requirement for Public
Works Contracts

$1 million insurance requirement does not apply
generically to IT projects, but could apply to specific

e 2000-0684 contracts, such as outside cabling plants
® August 25,2000 E-Government Business Models 1. ITS can establish infrastructure standards
e 2000-0442 and Bid Requirements that must be utilized by all agencies.

2. ITS can require competitive award for
e-government services, regardless of the
dollar amount.

3. The selling of advertising on the state’s
websites is not permitted without specific
statutory authority; ITS can approve
contracts funded by commercial ads on a
vendor’s web site.

4. ITS cannot approve fee-added internet
services as the ONLY way in which citizens
can conduct business with a state agency.

5. An agency cannot sell its records for a
profit; an agency cannot authorize any entity
to be the exclusive recipient or provider of
public data.

June 20, 2000
2000-0270
Hinds County

Online Services for County
Governments

The AG'’s office strongly encourages competitive bids
for acquisition of web-based e-government services by
counties, although advertising for bids is not required;
Counties are authorized to charge consumers

a user fee for e-government services;

December 10,
1999

e 1999-0573

Library
Commission

Grants of Obsolete Computer
Equipment to Nonprofit
Organizations

Library Commission cannot loan or assign computer
equipment except to governmental entities but may
loan or assign equipment to such nonprofit community
centers as may qualify as libraries. Commission can
define as a library any Mississippi organization
providing a service to the public that is being provided
by a significant number of recognized libraries in the
US, including providing computers for public access for
research and Internet access.

e June 12,1998 Dollar Threshold for Competitive, Narrow interpretation of MS Code Section
e 1998-0342 Advertised Bids 25-53-5(p), ITS use of law/regulations
governing DFA-OPT (public purchasing); ITS
cannot use DFA-OPT bid limit of $10,000; (Note:
ITS statute amended in 1999 Legislative
Session to tie bid limit directly to limit in public
purchasing law.
e May 29,1998 Disclaimer of Implied Warranties Vendors can limit or disclaim implied warranties in
1998-0288 offering computer hardware and software to the State

through ITS; ITS can, however, require implied
warranties of merchantability and fitness for a
particular purpose in any RFP.

June 20, 1997
1997-0362
ITS and State

Use of State Information
Technology Services by Private
Entity

001-070 Index to Attorney General Opinions

Is it legal for a non-public entity to connect to the
compressed video backbone network and deliver
educational and training services to their constituents?
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Board of
Community and
Junior Colleges

Opinion reiterates 5/10/96 opinion below.

e May 10,1996
e (not online)

Access to State-Provided
Technology Resources (Internet
access via an IHL's frame relay
connection) by Parochial School

State owned technology services can be used by a
private entity only when (1) such services are not
readily available otherwise in the state; and (2) the
nonstate entity pays a charge not less than the
prevailing rate for similar services charged by private
enterprise.

® September 13,
1994

e 1994-0588

State Agency's Right to Transfer
Ownership of Developed Software
to Vendor

Sale is permissible in exchange for fair value.
Contract must determine ownership of the software.
Software belongs to the developer in the absence of
contract language to the contrary.

e June 6,1994
e 1994-0305

Certificate of Responsibility
Requirement for Vendors Installing
or Maintaining
Telecommunications and
Computer Equipment and Cabling

A contract primarily focused on the purchase of
telecommunications or computer equipment that will
merely be installed or subjected to routine
maintenance probably does not fall within the public
projects category necessitating a Certificate of
Responsibility.

e June 6,1994
e 1994-0281

Management and Distribution of
Pay Telephone Commissions by
ITS

ITS is the sole centralized customer for the
acquisition, billing, and record keeping of all
telecommunications systems or services provided to
state agencies. The law does not mandate that
payment of telephone commissions for the
Department of Corrections be made directly to the
Inmate Welfare Fund, rather than be distributed by ITS
to the Department of Corrections, less ITS’ costs.

e July?2,1993
e 1993-0440

Sole-Source Acquisitions

Sole source acquisitions of software can be made
under ITS’ statutory authority to defer to state
purchasing laws for telecommunications acquisitions.
(Note: ITS statute later amended to add language re
access to public purchasing laws in the “data
processing” portion of ITS code.)

e March 24, 1993
e 1993-0229

Community College Purchase
Using Federal Funds

The purchase of computer equipment by community
colleges using federal funds administered through the
State Vocational Education Board are exempt from
ITS purview under Section 25-53-25 (3). The
administration of the funds by a state board does not
negate this exemption.

e March 3,1993

e 1992-1023

® Municipal Energy
Agency of MS

Limitation of Liability

Limitation of liability clauses in contracts (prior to ITS
statute allowing limitation)

e Mississippi Gulf
Coast Community
College

001-070 Index to Attorney General Opinions

e April 3,1992 Software Developed by the State as | Software is not data but a tool to collect information.

e 1991-0922 Public Record Programs developed by the State are its intellectual
property. To the extent that software contains
confidential file access information, software is not
subject to disclosure under public records statute.

e July5, 1990 Telephone Service in Student Community College cannot allow vendor to contract

e 1990-0485 Dorms directly with and supply services to students in dorms

on college-owned lines. Per MS Code, ITS must
approve or provide telephone services to students at
state community colleges on a reimbursable basis.
There is no requirement that ITS approve or provide
telephone services to college employees, who can
contract directly with vendor for telephone service in
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college-owned housing.

March 30, 1990
1990-0187

Purchase of software from a state
employee by a state entity via an
ITS RFP

Statute allows a state employee to contract with any
entity other than the one at which he is employed, as
long as proposal is lowest and best.

March 7, 1989
1989-076

Bids as Public Records

To the extent proposals contain trade secrets or
confidential commercial or financial information, they
are protected and are not subject to release until the
provisions of the Public Records Act requiring notice to
3rd parties and opportunity for a protective court order
are complied with. Otherwise, nothing prohibits
access to bid information, either during the evaluation
process or after the award.

November 11,
1988

In re Miss. Jud.

Information
Sys., 533 So. 2d

1110, 1111 (Miss.

1988)

Supreme Court Declared Not
Under ITS Purview

“The judicial department of the government of this
state is not subject to the authority or regulations of
[ITs)."

001-070 Index to Attorney General Opinions
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002-010 FAQs for Customers

Customer FAQs

What governmental units are subject to ITS Procurement Law and Policies?
Which acquisitions are under ITS purview?

What procurement tools are available?

Do | have to go through the competitive bid process to buy IT hardware, software and/or  services?
How do | know if a purchase will qualify for E-Rate?

Who do | contact to initiate an IT Procurement request?

Can linitiate an IT Procurement request on-line?

Is it possible for an agency to handle a procurement themselves?

How do | purchase new phones/phone system?

Can | lease IT equipment?

How may an agency acquire an item that is Sole Source?

What is an Express Product List (EPL)? Who can use the EPL?

What if | need a product or service that is not on an EPL?

Do IT services have to be bid?

Who can buy through ITS?

State agencies and institutions of higher learning (IHLs) are required by law to follow ITS procedures in information
technology procurements for hardware, software and services. The only statutory exceptions are for any agency
financed entirely by federal funds and for acquisitions by institutions of higher learning made wholly with federal
funds. Note that there is no exception for state agency projects that are federally funded, use grant money, or paid
for via other nontraditional funding models.

For many acquisitions, agencies and IHLs must obtain ITS approval prior to initiating a purchase. For other
acquisitions, ITS has delegated responsibility for technology purchases to the agencies and institutions according to
specific guidelines.

Governing authorities (e.g. community/junior colleges, county boards of supervisors, school districts, municipalities)
are not required to use ITS procurement procedures but may choose to do so as one way of meeting public
purchasing requirements.

Please refer to section 001-010 Introduction to ITS and Technology Procurement for more information.

Which acquisitions are under ITS purview?

- Information Technology Equipment, Software, and Services

- Electronic Government

- Internet and Application Service Providers

- Printers/Copiers

- Document Imaging and Management

- Management Consulting Services

- Donations and Gifts of Information Technology

Please refer to section 001-020 Acquisitions within ITS Purview for more explanation.

What procurement tools are available?
There are basically six procurement options available depending on the nature of the project. Please refer to the
associated link for a detailed description of each.

Request for Proposal (REP)
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Express Product Lists (EPL)

General RFPs

Special RFPs

Telecommunications Contracts & Services for State Agencies
Telecommunications Contracts & Services for IHLs

Do | have to go through the competitive bid process to buy IT hardware, software and/or services?
According to ITS Law, competitive bids or proposals must be solicited for all acquisitions of information technology
(IT) equipmenthardware, software, and services in excess of $25,000. The list below summarizes bid requirements
for IT acquisitions:

- Not over $5,000 - May purchase without advertising or otherwise requesting competitive bids, unless the
purchasing agency or entity has established more stringent procedures.

- $5,001 to $25,000 - May purchase without advertisement for bids, provided at least two competitive written
bids have been obtained. (Please note an Express Products List cannot be used as one of these bids.)

- $25,001 and over - Submit a Competitive Procurement Request form for ITS to advertise, issue written
specifications and receive sealed bids or proposals.

How do | know if a purchase will qualify for E-Rate?

Please see http://www.universalservice.org/sl/about/overview-program.aspxfor the Eligible Services List. Agencies
may also contact Gary Rawson at (601)359-2613 or Gary.Rawson@its.ms.gov for more information.
http:/Aww.universalservice.org/sl/about/overview-program.aspx

Who do | contact to initiate an IT Procurement request?

Requests for the procurement of information technology hardware, software or services should be submitted to ITS
using the Competitive Procurement Request form and appropriate attachments. Please see 009-005 Procurement
Process: Submitting a Request for a more detailed description. Procurement requests should be sentto ITS via
e-mail (Projects@its.ms.gov), fax (601-354-6016), or mail at ITS, 301 North Lamar Street, Suite 508, Jackson,
Mississippi 39201-1495.

Can | initiate an IT Procurement on-line?
Yes, via ITS’ online procurement request system.

Is it possible for an agency to handle a procurement themselves?

ITS has an Exemption procedure in place to allow agencies in special situations to handle a procurement in-house.
The Exemption procedure allows agencies and institutions to request exemption from ITS to handle specific
information technology procurement projects which, by law, require solicitation of bids or proposals, without the
involvement of ITS.

The exemption procedure is designed for projects involving traditional information technology equipment, software,
or services which the agencyfinstitution has the in-house resources and expertise to procure without ITS
involvement. The procedure exempts projects from ITS involvement in the procurement. It does not exempt the
agency or institution from following public purchasing requirements. The exemption should be approved by
ITS before an advertisement is issued for the procurement. A request for exemption should be submitted
on an Exemption Request form. A copy of the Exemption Request form is available in PDF format on the ITS
website at http://www.its.ms.gov/docs/Exemption.pdf.

How do | purchase new phones/phone system?

Contact ITS Telecomm Services at601-359-6319 prior to formulating and submitting any requests for procurement
of telecommunications equipment. See 011-080 ITS Telecommunications Contracts and Services for State
Agencies and 011-085 ITS Telecommunications Contracts and Services for Institutions of Higher Learning (IHLS)
for more detailed information.

Can | lease IT equipment?
Yes. Agencies and IHLs are able to consider multiple funding models for each procurement project, and need to
specify models of interest, including a leasing alternative within the Competitive Procurement request.
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How may an agency acquire an item that is Sole Source?

Mississippi Public Purchasing Law (Section 31-7-13) specifies that noncompetitive items available from one source
only be exempted from bid requirements (sole-sourced). ITS statute, in Section 25-53-5 (p), permits ITS to utilize
provisions in Public Purchasing law or regulations, when applicable. In certain limited situations, with appropriate
written documentation and proper approval, information technology acquisitions may be sole-sourced. ITS applies
a strict interpretation of the single source definition and is a strong advocate for conducting a competitive process
unless the reasons for not competing are overwhelming and incontrovertible.

Per Public Purchasing law, acquisitions must meet the following criteria to be authorized as sole source:

1. The product or services being purchased must perform a function for which no other product or source of
services exists,

2. The purchaser must be able to show specific business objectives that can be met only through the unique
product or services, AND

3. The product or services must be available only from the manufacturer and NOT through resellers who
could submit competitive pricing for the product or services.

Customers should reference 013-030 Procurement Types: Sole Source for more detailed information.

What is an Express Product List (EPL)? Who can use the EPL?

Express Products Lists (EPLs) are compilations of proposals competitively solicited by ITS. Categories are added,
changed and dropped based upon purchasing demand. Agencies, universities, community/junior colleges, and
governing authorities may use the lists to make information technology purchases in accordance with ITS
procedures and guidelines. Please see 011-030 Procurement Instruments: Express Product Lists (EPLs) for more
information.

What if | need a product or service that is not on an EPL?

The agency or IHL may either fill out a Competitive Procurement Request form or ask for an Exemption to bid the
products or services themselves. Reference 015-010 ITS Procurement Limits Policies: State Agencies or 015-020
ITS Procurement Limits Policies: IHLs in the Procurement Handbook for information regarding procurement
guidelines based on the type of procurement and total life cycle cost.

Do IT services have to be bid?

Yes, Section 25-53-3 of the Mississippi Code of 1972 defines ITS' authority over the acquisition of any information
technology, computer or telecommunications equipment, electronic word processing and office systems, or
services utilized in connection therewith, including, but not limited to, all phases of computer software and
consulting services and insurance on all state-owned computer equipment. Please note that, unlike public
purchasing law, the statute that defines ITS' purview over technology acquisitions includes services. All technology
services, whether for direct, hands-on skills such as application development and network support, or for such
technology consulting services as technology studies, project management, technology advisory roles, qualilty
assurance support, and facilities management, are within ITS purview. Reference 001-020 - Acquisitions with ITS
Purview in the Procurement Handbook for more information.
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002 FAQs

002-020 FAQs for Vendors
Vendor FAQs

How do | do business with the State of Missssippi?
How do | get on the State “vendor ligs’?
How do | receive notification of RFPs?
How do | check the notification of award for an RFP?
. How do | obtain information related to a particular project or proposal (Public Records
Request)?
: How do | obtain a SAAS code?
How do | check the status of a PO?
How do | add hardware, software or servicesto my EPL listing?
How do | get added to an EPL if the EPL RFP opening has aready passed?
How do | obtain a state government contact list?
How do | verify that ITSistax exempt?

How do | do businesswith the State of Mississippi?
Please vigt thislink 021-010 How to Do Business with the State of Mississppi.

How do | get on the State “ vendor lists”?

Y our company does not have to be on astate “bid” list to do business with the State of Missssppi. We
suggest that you review the information on the ITS web site to determine how best your company could
provide products or servicesto the State of Mississippi.

From the home page, sdlect "Procurement” on the left hand Sde of the screen. Thelink is'Vendors!
The ITS Vendor Information page provides information concerning how to do business with the sate of
Missssppi and includes links to other vendor-related resources. 'Y ou would particularly need to note
thelink to 'RFP Ads. A List of Current Requests for Proposals.” By choosing this link you will access
aligt of Current Requests for Proposals. If an RFP requests products or services that your company
can supply, you may respond to the RFP.

Thereis another link on the Vendor Information Page called 'Generd RFPs." Generd RFPs are solicited
yearly in January for use through the following January to acquire products and services for more
routine projects that do not require an individual Request for Proposal document just for that project.
The General RFPs for the cdendar year are advertised in December for receipt in January. General
RFPs have a scheduled Update cycle in July when additional new vendors may send in proposasto be
effective through January 31 of the following yeer.
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How do | receive notification of RFPS?

ITS doesn't notify vendors directly when RFPs are published. We publish dl of our RFPsonthe ITS
webste, www.itsms.gov. Select “Procurement” on the left hand Sde of the home page. Thelink is
RFPs Advertised. (Note: Thereisdso aquick link to thisinformation on the right hand side of the
home page).

Wedso publish dl RFPsin the The Clarion-Ledger , typicaly on Tuesdays, and submit al RFP
advertissments to the Mississppi Contract Procurement Center.

How do | check the natification of award for an RFP?
Check the ITS webste by sdecting "Procurement” on the left hand side of the home page. Thelink is
RFPs Opened. (Note: Thereisdso aquick link to thisinformation on the right hand side of the home

pege).

How do | obtain information related to a particular project or proposal (Public Records
Request)?

All requests for information under the Public Records Act must be submitted in writing to:
Executive Director

Department of Information Technology Services

301 North Lamar Street; Suite 508

Jackson, MS 39201-1405

RE: PUBLIC RECORDS REQUEST

Please refer to 019-010 ITS Public Records Procedures for more informeation

How do | obtain a SAAS code?
Submit aW-9 form to the Technology Consultant handling the project. The project manager’ s contact
information is included on the cover page of the RFP.

How do | check the status of a PO?
The Vendor should contact the Agency issuing the PO.

How do | add hardware, software or servicesto my EPL listing?

Depending on the EPL, products may or may not be able to be added. Some EPLs do not alow for
changes until the mid-cycle update or the new EPL cycle. Other EPLs may be changed with the
mutua consent of ITS and the vendor. To understand more about adding products or servicesto a
specific EPL, review the RFP by checking the I TS website under * Procurement’ on the left hand side of
the home page. Thelink is "Vendor Information. Scroll down to "EPL RFP Cycle Dates and New
Vendor Opportunities.”

How do | get added to an EPL if the EPL RFP opening has alr eady passed?

If the EPL hasits mid-cycle update, which usudly occurs sx months after the origind opening date,
submit a proposd at that time. To understand more about when to respond to a specific EPL, review
the RFP by checking the ITS website under * Procurement’ on the left hand Sde of the home page. The
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link is "Vendor Information" Scroll down to "EPL RFP Cycle Dates and New Vendor Opportunities.”

How do | obtain a state gover nment contact list?

Thelig isavalable on the ITSwebste. After sdecting “Procurement” on the left hand side of the home
page, select "Vendor Information.” Scroll down to “Mailing List of State Government Contacts.”
Complete and submit the eectronic form. Theligt is sent viae-mail, usudly within 2 business days.

How do | verify that ITSistax exempt?

Thereisatax exempt letter on filein the ITS business office from the State Tax Commission that
exempts I TS from sales tax under Section 27-65-105A of Missssippi Code. If moreinformation is
needed, contact the project manager. The project manager’ s contact information isincluded on the
cover page of the RFP.
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005-125 Competitive Written Bid

IT purchases over $5,000.00 but not over $25,000.00 have been delegated by ITS to the purchasing entity.
Purchases in the price range do not require advertisement of bids but do require at least two competitive written
bids. "Competitive written bid" is defined as follows: a bid submitted on a bid form furnished by the buying agency
or governing authority and signed by authorized personnel representing the vendor, or a bid submitted on a
vendor's letterhead or identifiable bid form and signed by authorized personnel representing the vendor.

"Competitive" means the bids are developed based upon comparable identification of the needs and are
developed independently and without knowledge of other bids.
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005-150 Consensus Scoring

ITS utilizes a Consensus Scoring methodology for proposal evaluation. ITS has found that a consensus rating
arrived at by the evaluation team after consideration and discussion of all information provided by a vendor
represents a more accurate assessment of the vendor's offering than does a mathematical averaging of individual
evaluators' scores.

In a consensus scoring approach, individual evaluators read the assigned proposals, or sections of proposals, prior
to evaluation work sessions and make notes of proposed scoring, observations of strengths and weaknesses, and
guestions regarding the vendor's proposal.

During consensus scoring sessions, the evaluation facilitator directs the team's attention to each item in the
specifications. The evaluation team considers one proposal at a time, comparing the vendor's proposed offering
against the specifications in the underlying RFP or LOC. Consensus scoring sessions encourage open discussions
and questions among members of the evaluation team. Evaluators discuss the relative strengths and weaknesses
of a vendor's proposal in each area. Open debate about a vendor's statement or response is encouraged to help
ensure nothing proposed by a vendor in response to a requirement is overlooked. This discussion may provide
additional insight into the vendor's offering and/or correct misperceptions of individual evaluators, so that the
consensus score arrived at by the team may differ from the initial score of the majority of evaluators and from the
mathematical average of the individual scores. The most important factor in assigning a final consensus score to
any item is that the score accurately reflect the merits and value of the vendor's proposal for that item.

Once the team has arrived at a consensus score for an item in the proposal, the evaluation facilitator captures the
consensus score along with documentation of the team's observations of noted strengths and weaknesses of the
vendor's proposal for that item. Narrative documentation is required for items that either exceed the specification or
do not meet the specification in some manner. Only the consensus score sheet and comments are official and
become part of the project file. Individual team member evaluation worksheets and notes are collected and
destroyed once the consensus scoring is completed.

If an item or area in a vendor's proposal is not clear or cannot be scored due to ambiguity or missing information,
the evaluation team may decide a written clarification from the vendor is appropriate for a given item. In this case, a
written request for clarification will be generated and sent to the vendor. The area or item under review may be
suspended from scoring until the response is received from the vendor or a temporary score may be assigned.
When the clarification is received, the evaluation team once again addresses the item and determines a final
consensus score.
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005-200 Delegation of Approval

Mississippi Code Section 25-53-21 (f) specifies that the ITS Executive Director shall receive, review, and promptly
approve or disapprove all requests of agencies of the state for the acquisition of computer equipment or services,
which are submitted in accordance with rules and regulations of the authority.

Section 25-53-25 (2) allows ITS to delegate approval for certain acquisitions as follows:
The authority [i.e. ITS Board] may establish policies and procedures for the purpose of delegating the bidding
and contracting responsibilities related to the procurement of computer equipment or services to the
purchasing agency. Such policies and procedures must address the following issues:
a. Establish categories of equipment or services affected;

b. Establish maximum unit and/or ceiling prices of such procurements;

C. Establish reporting, monitoring and control of such procurements; and

d. Establish other such rules and regulations as necessary to fully implement the purposes of this section.
Nothing in this subsection shall be construed to imply exemption from the public purchases law, being
Section 31-7-1 et seq.

Delegation of Approval is the term for ITS' delegation of the responsibility and approval for certain routine
information technology acquisitions to the agencies and institutions under ITS purview. Purchases may be made
under these delegation procedures without prior ITS approval. Examples include certain categories of
procurements below the bid threshold, purchases made from the ITS Express Products Lists, and delegation of the
procurement process to state institutions of higher learning up to a defined dollar limit, in accordance with
Mississippi Code Section 25-53-5 (b) to give consideration to the special needs of such institutions due to their
teaching and research functions.

See Procurement Limits Policies for State Agencies and for IHLs in the Procurement Handbook for specific
delegation dollar amounts and categories. The delegation amounts are different for state agencies and for
institutions of higher learning. For institutions of higher learning, the approval of technology purchases below the
cost threshold requiring ITS involvement is specifically delegated to the institution's CIO, who must approve all such
acquisitions, whether acquired competitively or through sole source certification.

Because ITS has delegated the procurement process to IHLs for certain dollar amounts above the threshold for
competitive bidding, this delegation also includes giving the IHL the authority to advertise and issue an RFB, ITB,
RFP, or other competitive instrument, evaluate responses, make an award, and negotiate and execute a contract.
The advertisement for competitive procurements issued by IHLs may be made in accordance with ITS Statute
25-53-5 (0) (in a newspaper of general circulation in the State) or with public purchasing statute 31-7-13 (c) (i) 3.
(in a newspaper published in the county or municipality in which the IHL is located). In either case, written notice
Please note that, for any delegation or exemption, ITS requires that all ads and procurement instruments be
published on the Internet in a location that is readily searchable by and available to the general public.
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005-400 Lifecycle Cost

The lifecycle cost of an information technology project means the total committed costs of the project, not just
the initial or up-front costs. Lifecycle cost includes all costs associated with obtaining the item and maintaining and
operating it for its projected lifecycle. Initial or one-time costs might include purchase price, freight, installation, and
training. Ongoing costs include such expenses as post-warranty maintenance; support, including help desk
charges, upgrade charges, and on-site vendor personnel; and any recurring usage charges.

Examples:

(1) An acquisition of equipment with a projected lifecycle of five years, a purchase cost of $100,000, monthly
hardware maintenance of $250, and related annual software fees of $10,000 has a lifecycle cost of $165,000
(($100,000 + ($250 x 60 months) + ($10,000 x 5 years)).

(2) An acquisition of software from the Microsoft Enterprise Agreement is a three-year purchase commitment. The
lifecycle cost is the cost per seat times the number of seats times 3 years.

(3) For a turn-key acquisition of hardware, system software, and consulting services for the development of an
application system, the lifecycle costs consist of: (1) all initial fees for hardware and software, (2) hardware and
software maintenance and support costs over the projected life of the hardware and system software, (3) all
consulting fees, including initial development, implementation, training, data conversion, and other requested
services, and (4) any applicable ongoing costs for support of the resulting application system.

As part of the procurement request to ITS, the customer is asked to provide an estimate of the useful life of the
acquisition prior to replacement. This estimate is used as the lifecycle term over which the life cycle cost is
computed.

See the definition of "Project," Section 005-600 of this handbook, for an explanation of the implications of project
lifecycle costs.
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005-600 Project

Why define a project?

(1) Each ITS Express Products List (EPL) specifies a maximum spending limitper project. For projects costing
up to the designated amount, ITS has delegated to the purchasing entity the authority and responsibility for
selecting the lowest and best vendor for the specific project from among the offerings on the EPL. Projects with
total project lifecycle costs above the EPL limit are beyond the scope of this delegated process and are subject
to full ITS review and authorization. See Handbook Section 005-400 for the definition of Lifecycle Cost. [Note: with
ITS participation and approval, EPLs can be utilized as the procurement instrument for projects above the EPL
spending limit via the Planned Purchases process (Handbook Section 013-080) or by submitting a Competitive
Procurement Request for ITS to issue a Letter of Configuration based on the appropriate EPL.

(2) For information technology projects involving the expenditure of funds above a specified limit (currently
$25,000), state law requires: (a) that the acquisition be based upon competitive specifications; (b) that the
acquisition be publicly advertised; and (c) that sealed proposals be received and evaluated to determine the lowest
and best respondent [Mississippi Code Annotated, Section 25-53-5 (0)]. State law further specifies that it is unlawful
to split purchases in order to circumvent the requirements for advertising [Mississippi Code Annotated, Section
31-7-13 (0)]. ITS policies and procedures use the total project lifecycle cost to determine whether a given
acquisition is above the bid threshold and to further determine the procurement mechanisms that can legally be
used for that acquisition. See Handbook Section 005-400 for the definition of total project lifecycle cost and ITS
Procurement Limits Policies in Section 015 for an overview of procurement mechanisms by lifecycle cost range.

(3) Mississippi Code Annotated, Section 25-53-5 (k) requires that contracts for information technology purchases be
approved by the ITS Board. The Board is authorized to delegate this approval to the ITS Executive Director for
projects costing less than a specified amount. See Handbook Section 018-030 for current Executive Director
thresholds and Board Approval requirements. The total project lifecycle cost is used to determine whether a
contract can be approved by the ITS Executive Director or must be submitted to the ITS Board for approval.

(4) Mississippi Code Annotated, Section 31-3-21 requires that any contractor submitting a bid for a public project
that (a) involves erection, building, construction, reconstruction, repair, maintenance or related work and (b) will cost
in excess of $50,000, possess a Certificate of Responsibility issued by the Mississippi Board of Contractors. This
section of the code also requires that all bids submitted for such projects contain, on the exterior of the bid
envelope, contractor’s current certificate number. Projects involving inside or outside cabling fall within this category
and are under the purview of ITS. The total project lifecycle cost is used to determine whether the project
requires a certificate of responsibility, which in turn determines who can bid on the project and whether the bid must
have the certificate number on the exterior of the bid envelope to be accepted.

Guidelines for defining a project:

A project has a specific objective or desired accomplishment and defined starting and ending dates (even if these
are rather flexible!). A project is not“business as usual,” but a process that is outside the normal flow of work.
Projects have a defined scope and a predefined budget and are often executed by contractors or by staff members
who are acting outside their everyday work roles.

ITS gives our customers some flexibility in defining a “project,” based on the customer’s procurement process and
guidelines from their auditors. ITS does not make a final ruling but has developed the guidelines below for
determining whether expenditures should be considered a single project. The primary “rule of thumb” is that the
purchaser document and consistently apply a valid and defensible methodology for defining a project and that the
purchaser look at each project separately in regards to vendor selection. ITS suggests the following factors that
may determine the definition of an information technology project:

1. A project might be defined by the time frame of the purchases (e.g. all agency workstation procurements for a
fiscal year might be a single project; a technology training class would typically be a single project). Note: The
2-way radio EPL specifically defines a "project” for the purpose of the EPL purchase limit as the total
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expenditures for equipment and services made by an agency from this EPL per fiscal year.

2. Funding source might define a project (e.g. if the funding sources place different requirements on the
purchasing entity, separate projects might be needed to accommodate these requirements).

3. Insome cases, location of equipment might determine a project (e.g. if each district office can consider a
different vendor and/or a different technical solution, these acquisitions could be considered separate projects.)

4. Technical requirements can define a project (e.g. acquisition of several variations of desktop workstations for
an agency might be a single project, while the acquisition of desktop workstations for the central office and of
ruggedized laptops for the same agency's mobile units might be separate projects).

5. Potential for volume discount can define a project (i.e. Will aggregating requirements for hardware, software, or
services across time, locations, or funding sources potentially result in significant cost savings to the state? Will
using a competitive process potentially result in better pricing? Note that the instructions for EPLs specify that
published prices are not-to-exceed amounts based on a quantity of one. Customers are encouraged to
aggregate purchases in order to negotiate for volume discounts from EPL vendors where applicable.)

6. Business functionality and proposed utilization of hardware, software, and services can define a project. (e.g.
multiple scanners purchased for general use across an agency might be a stand-alone project; a scanner
purchase for a specific application system for which other hardware, software, and services are also being
procured should probably be considered a part of the larger project.)
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007-010 Procurement Contacts: by Role

The responsibility for technology procurements lies with the Information Systems Services (ISS) Division of the

Mississippi Department of Information Technology Services (ITS). The following individuals can assist you with various

aspects of technology procurement, whether you are a customer, a vendor, or an interested party. Additional contact
information for specific procurements is published with the Request for Proposals or Letter of Configuration.

If you reach voice mail and need to speak with someone immediately, please press "0," stay on the line, and explain to

the ITS Receptionist the type assistance needed.

Type Assistance:

Name

Telephone

E-mail

Procurement Help Desk

(Rotates)

601-576-HELP

Procurement Help Desk

ISS Division Director

Martha Pemberton

601-359-2743

ISS Director

ISS Deputy Director

Lynn Ainsworth

601-359-2750

ISS Deputy Director

EPL/General RFP Team Leader

Jane Woosley

601-359-2081

EPL Team Leader

Procurement Team Leaders:

Lynn Ainsworth

601-359-2750

Acting Procurement Consulting

Team Leader

Tina Wilkins 601-359-2392 Procurement Process Specialist
Public Record Requests Help Desk 601-576-HELP Procurement Help Desk
Customer Invoices Help Desk 601-576-HELP Procurement Help Desk

007-010 Procurement Contacts: by Role

31




Procurement Handbook Modified: 10/14/2008
009 Procurement Process

009-005 Procurement Process: Submitting a Request

Instructions for Preparing and Submitting a Procurement Request

Requests for the procurement of information technology hardware, equipment, systems, software or services by
agencies or institutions under the purview of ITS should be submitted to ITS using the Competitive Procurement
Request form and appropriate attachments. (Note: If you have determined that the item requested is a Sole Source
acquisition, you should complete a Sole Source Request Form with documentation instead. See 013-030 of this
manual for information on Sole Source acquisitions.)

The Competitive Procurement Request form consolidates the basic information ITS needs to manage and track
your request through the ITS procurement process and allows detailed information concerning the procurement to
be attached. Please include all the information about your agency or institution requested on the request form such
as project contact name, phone, hand mail or mailing address, fax number, email address, and SAAS provider
code. It is important that you attach detailed background information about the needs to be met by this acquisition.
ITS procurement personnel must fully comprehend what you are trying to accomplish with this acquisition to
determine the best way to meet your needs.

The request form also requests information concerning alternative solutions and functional specifications for the
acquisition. If you have researched and documented alternatives and specifications, please include these details in
your request. ITS can expedite procurement requests that are submitted with complete, correct, and specific
background, alternatives, and specification information. However, ITS staff will be glad to work with you to develop
alternatives and functional specifications for items to most appropriately meet your needs.

A copy of the Competitive Procurement Request form is available in PDF and Word formats on the ITS website at
http://Awww.its.ms.gov. Select "Procurement’ on the left hand side of the home page. The link is "Request Forms."

The information listed below defines each section of the Competitive Procurement Form. Please call the ITS Help
Desk at576-HELP (576-4357) if you have additional questions when filling out this form.

Provide the following information about the requested purchase:

1. Name/Title - The name and title of the individual whom ITS can contact should additional information be
needed. This person should be involved in the preparation of the request and completely familiar with the
background and application.

2. Phone - The telephone number of the contact listed in item 1.

3. Fax - The fax number of this individual.

4. Agencyl/Institution - The full name of the agency or institution submitting the request.

5. Department - The department(s) and subdepartment(s) that will use the requested equipment or services.

6. Address - The complete HANDMAIL address for the individual listed as the project contact. If your
agencylinstitution is not on the hand mail route, please list the mailing address, including ZIP code.

7. Hand mail - Mark Y (yes) if the address listed is a hand mail address. Mark N (no) if the address listed is a
postal address.

8. E-mail address - The e-mail address of the individual listed in item 1.
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10.

11.

12.

13.

14.

15.

16.

17.

Building Location of Items Requested - List the building, room number, street address, and city where
the requested items will be located. (If the purchased item is portable, indicate this and specify the building,
room number, street address and city of the person or department who is principally responsible for the item.)

SAAS Provider Code - To make sure that invoices for ITS procurement services are billed correctly, enter the
SAAS provider code to which charges for this request should be billed. Failure to include the provider code may
resultin a delay in processing the request or errors in directing the billing for procurement service charges
incurred.

SAAS Code (agencies only) - Your agency's SAAS code (for agencies on the Statewide Automated
Accounting System).

Quantity, Name, and Description of Items Requested - List the quantity, name, and description of the
items being requested. Include the estimated dollar amount of each item or service. If more space is needed,
you may include an itemized attachment. If you itemize on an attachment, be sure to summarize the
acquisition in the space provided and reference the attachment.

Fiscal Year - List the fiscal year(s) during which the procurement is to be made.

Estimated Initial/Ongoing Costs - Estimate the total initial and ongoing costs by fiscal year of the items
requested. If a lease-purchase or other time purchase is desired, state the approximate amount of funds
available for down payment and other initial costs and the approximate amount available for ongoing costs.

Funding Expiration - State any time restrictions or other constraints on the expenditure of the funds.

Utilization of State Infrastructure - If you are requesting equipment which will be connected to or
communicate with the State infrastructure (voice/data/video networks and State Data Center), indicate the type
utilization and connectivity, as well as any resources that will be required to support both the requested
equipment and your application. For example:
e Disk space
Mass storage
Telephone lines
Modems
Communications ports
CICS/TSO ID
Internet connection

Background; Applications; Alternatives Considered - Complete background information is essential
for ITS to process your request properly. Be sure to explain the functional needs to be met by this acquisition so
we can assist you in procuring the items that will best meet your needs. All requests should address a., b., and
c. listed below. ITS personnel can work with you to develop alternatives if you are unable to address section d.

a. What is currently being done, whether manual or automated, to meet your needs?

b. What inventory of existing equipment is pertinent to this request and/or used by your agency or
department? Can existing equipment be used in lieu of the requested procurement? If not, why not? If
the items requested upgrade, connect to, or need to be compatible with existing equipment, provide the
device name, model and serial number of each applicable existing item of equipment. Give approximate
costs of existing equipment that will be replaced by this new equipment.

¢c. What has led to this request for equipment, system, software or services? Since you are requesting
additional items, the current procedure defined in "a" above is no longer adequate. Elaborate on your
reasons for making this request. Include statistics on the usage of existing equipment if applicable. The
number of personnel or students utilizing the equipment or services may be relevant.

d. What alternatives are there to meet your needs? (DO NOT discuss vendor and brand specific
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requirements in this section. These should be addressed in Section 20 below.) In this section discuss
alternatives such as: utilizing equipment which already exists within the agency or institution; the
acquisition of one large computer system in lieu of multiple smaller ones; the acquisition of a PC-based
local area network in lieu of a departmental system; the acquisition of a microcomputer rather than a
stand-alone word processor; or using the State Computer Center and PCs tied in as terminals in lieu of a
stand-alone minicomputer. If you wish ITS personnel to assist you in the development of alternatives, you
may omit this section d. and number 18 below.

18. Evaluation and Cost-Effectiveness of Alternatives Selected - Based upon your agency or institution's
initial and long-range needs, one alternative should most cost-effectively meet your needs. Of the alternatives
evaluated in section 17.d. above, what alternative do you deem most feasible and cost-effective, and what is
your rationale for selecting this alternative? Include details of your evaluation process. Have you seen demos?
Have you talked to other users with needs similar to yours? Acquisitions in excess of $250,000 must contain a
business case from a statewide information systems perspective which cost-justifies the acquisition.
Remember, ITS personnel can work with you in the development and evaluation of alternatives. As stated
above, these alternatives must not be brand or vendor specific but should describe the type
technology that is needed to address your business requirements.

19. Functional Specifications- For the ITS staff to write a complete set of specifications for the item(s) being
requested, or to allow us to evaluate existing proposals with your application and needs in mind, please furnish
as much as possible of the following information, as applicable:

a. General description and purpose(s) of the item(s) being requested - Give a brief overview of the item(s)
requested and the purpose(s) for which the item(s) is intended.

b. Initial minimum functional specifications - Based upon your agency or institution's initial needs, define in
as much detail as possible what your minimum requirements are for the item(s) your are requesting.
Outline those requirements which you consider mandatory. Do not simply list those specifications which
are on a vendor's technical sheet. Instead,define those functions which correlate with your
business needs. Where specifications are restrictive, be particularly specific as to why the requirements
are necessary to meet your needs. If the item(s) requested must be compatible with existing equipment,
describe the equipment currently in place.

c. Upgrade requirements - Based upon your agency or institution's long-range plan, the item(s) you are
currently requesting may need to be upgradeable to meet future needs. If this is the case, generally define
future upgrade requirements.

d. Options - If you would like to consider certain options which a vendor can offer, list them separately from
the initial minimum functional specifications in 19.b above.

e. Maintenance requirements - Selection of lowest and best proposal in many instances is determined by the
maintenance a vendor can offer on the item(s) he sells. Please define what maintenance arrangement
you deem most acceptable for the item(s) requested.

f. Other information - Describe any other special requirements you deem necessary.

g. Selection criteria - Section 25-53-5 of the ITS law specifies that acquisitions be made from the lowest and
best proposal. Many factors can be considered in determining the lowest and best proposal. If selection
of the proposal and products to meet your agencylinstitution's needs should be based on criteria in
addition to price, you should furnish a listing of criteria upon which your agencylinstitution believes the
selection of "lowest and best" proposal should be based and the priority of each criterion.

20. Brand-specific Requirements; Vendor Literature; Vendors Contacted
e Discuss any vendor or brand-specific requirements in this section. Also, please provide ITS with the

names, addresses and telephone numbers of vendors whom you have contacted and who should be
contacted regarding the procurement. Provide copies of any vendor literature or proposals you have
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available on the item(s) being requested.

e If you have worked with vendors in the process of evaluating alternatives and have converted your
functional specifications into item-by-item configurations of what you concluded are the best alternatives,
please also furnish this information.

e Remember: State law requires that procurements of information technology be open and competitive.
ITS is prohibited by statute from issuing specifications that limit competition when there are multiple
products available to meet your business needs. We are committed to working with you to develop the
best possible specifications both to ensure your objectives are achieved and to protect you via a legal and
defensible procurement.

21. Procurement Charges and Advertisement Costs - Since ITS does not receive general funding for the
procurement process, we must bill for the time we spend performing procurement-related functions. This
billing is done on a monthly basis for hours expended during the prior month and continues until the
procurement project is closed. For larger procurement projects or for smaller projects which span more than
one month, you will receive multiple bills for services for a given procurement. When proposals must be
solicited for an acquisition, the requesting agency/institution is responsible for the costs of the required
advertisements in The Clarion Ledger. Advertising charges and procurement services will be billed to the
customer on the same invoice.

22. Name, Title, Signature, and Date: All requests must be signed by the Executive Director of
the agency or the CIO of the institution of higher learning, or that person’s designee. The name
and title of the agency head, institution CIO, or designee should be entered on the line to the bottom left of the
form and the form should be signed and dated on the bottom right. By signing the request, the authorized
individual acknowledges understanding of the procurement charges and commits the agency/institution to
paying all costs incurred. Please note: ITS must assume that persons submitting procurement requests under
their signature have been authorized to do so by their agency or institution. The customer agency must
establish its own internal procedures regarding signature authority.
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009-025 Procurement Process: CP-1 Approval Documents and
SAAS

ITS CP-1 Acquisition Approval Form

The ITS CP-1 Acquisition Approval form is used to notify agencies and institutions that ITS has approved the agency
or institution’s request for the acquisition of information technology equipment, software, or service or has
approved the exemption of a procurement from ITS. Upon approval, ITS prepares the form and emails (default),
mails, or faxes the CP-1 to the designated contact at the customer agency or institution. This form specifically
identifies the name of the vendor, a list of the products approved, associated costs, and any additional pertinent
information for acquisitions made through ITS, and specifies the nature of the purchase and the maximum
expenditure amount for exempted procurements.

For acquisitions made through ITS, the form is the agency/institution’s authorization to issue a purchase order
and/or to make ongoing payments to the specified vendor for the products or services identified on the form and at
the prices itemized. The agencyiinstitution should promptly issue a purchase order upon receipt of the CP-1 as the
CP-1 is based upon proposal pricing the vendor is bound to honor for a specified time period.

For acquisitions that involve recurring payments, the CP-1 form specifies an effective date and expiration date,
authorizing payments throughout that time period. The frequency of payment, payment amount, and total number
of payments to be made are also indicated on the CP-1.

The CP-1 form should be kept with related financial records to provide an audit trail of ITS approval. The CP-1
number must be referenced on each related purchase order(s). If a CP-1 approves payment of recurring costs, the
dates covered by the payment should be specified on the purchase order.

CP-1 Form and SAAS

For state agencies, ITS loads the CP-1 approval document into the Statewide Automated Accounting System
(SAAS). Related SAAS documents must reference this CP-1 for processing of payments.

ITS uploads newly-approved CP-1s to SAAS nightly, or on customer request in an emergency. The CP-1 data
creates a PASM table entry in SAAS that pulls the CP-1 number ("Agreement Number"), a description of what is to
be purchased, start and end dates, and the authorized spending limit, from the CP-1.

The CP-1 number used in the ITS automated system and printed on the CP-1 has the format YYYYNNNN, where
YYYY is the 4-digit state fiscal year in which the approval was issued and NNNN is a sequential integer unique to
each CP-1issued in a fiscal year. The CP-1 number is modified for entry into SAAS to have the following format
CAAA-YYNNNN, where AAA is the SAAS agency code, YY is the 2-digit state fiscal year in which the approval was
issued, and NNNN is the sequential integer from the CP-1.

Purchase orders for information technology equipment, software, or services for which ITS has issued a CP-1
approval are initiated in SAAS via a Computer Services ("CS") document. The appropriate CP-1 number must be
entered into the "CP-1 #" field on this screen in the format described above.

CP-1 Revisions (Replacement CP-15s)
It is necessary to contact ITS for revised or extended approval if any of the following occur:
(1) Major changes to the configuration;
(2) The vendor or vendor name changes;
(3) The CP-1 has expired and payments still need to be made;
(4) The cost exceeds the life cycle cost authorized on the CP-1.

ITS approves a revision or extension by issuing a replacement CP-1. The replacement CP-1 has a different CP-1
number than the original CP-1 and voids the CP-1 being replaced. Once you have received a replacement CP-1,
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please discontinue use of the CP-1 which was replaced.

It is not necessary to acquire revised ITS approval for price decreases or minor configuration changes.

Life Cycle Cost Authorization on the CP-1

The CP-1 contains a total lifecycle cost and details to show how the lifecycle was derived. The agency/institution is
authorized to make payments to the vendor specified on the CP-1 up to this amount.

CP-1 Lifecycle Limit:
(1) Base Price:
e For ongoing CP-1s authorizing monthly, quarterly, semi-annual, or annual licensing, hosting,
maintenance, support, rental, or lease purchase payments, the base price is calculated as follows:
base price = number of payments (determined by predicted life cycle) x payment
amount

e For purchase or one-time CP-1s, the base price is calculated as follows:
base price = the purchase or one-time price

e For not-to-exceed CP-1s (for instance, a CP-1 authorizing a maximum number of hours for programming
services charged by the hour, payable as incurred in varying amounts and/or at non-cyclic times) the base
price is calculated as follows:

base price = sum of all payments (if applicable, calculated as hourly rate or average
hourly rate x the maximum number of hours of service)

(2) Cost increases allowed per the RFP and/or the contract:
For CP-1s (typically only ongoing CP-1s) based upon an RFP and/or contract that allows a periodic percentage
increase in hourly rates, annual maintenance, or other ongoing cost, this increase is included in the amount
authorized on the CP-1.

(3) Allowance for nominal pricing fluctuations:
ITS adds one percent of the life cycle cost, up to a total of $1,000, to allow for nominal, nonmaterial pricing
fluctuations and/or rounding discrepancies.

The CP-1 Lifecycle Limit is computed from the Base Price, including the maximum periodic

percentage increase allowed in the RFP or contract, with one percent (not to exceed $1,000)
added for minor price fluctuations.
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009-070 Procurement Process: Deadlines for Submitting Requests

Each year, ITS sends a reminder to our customers of approximate turnaround times required to conduct IT
procurements, as well as the corresponding deadlines for submitting projects that must be completed during the
current state and federal fiscal years. These timelines are intended to help ensure procurement requests are
submitted to ITS in time for completion within the customer's desired time frames and in time to receive approval
for any expenditure with a funding deadline or other external time constraints.

This handbook shows a range of elapsed time required for processing each procurement type and dollar amount
(Procurement Limits Policies: Section 015-010 and 015-020). Unless you have already had specific discussions
with ITS procurement staff regarding a project schedule, the high end of each range should be used as a guideline
for when requests need to be submitted to ITS to ensure the procurement is completed in time to meet your needs.

In addition, the associated deadlines for State and Federal Fiscal Year acquisitions are listed in the attached
table. Please note that requests for personnel services and maintenance contracts under the purview of ITS that are
to be paid from either the old or new fiscal year funds and that begin on or near the beginning of the state or federal
fiscal year should also be submitted by the fiscal year deadline. (e.g. maintenance that should be renewed effective
July 1)

Please continually review your state and federal funding and your information systems needs and submit all
procurement requests to ITS according to the deadlines and timeframes shown. Some complex requests, such as
those requiring extensive systems analysis or engineering surveys prior to RFP development, take more time than
indicated on the schedules below. ITS will work with you to develop a project plan and timetable to address these
types of requests. ITS will work with you to have all other requests submitted by the deadline dates completed
within the timeframes shown and by the June 30 and September 30 funding deadlines when applicable

We believe the schedules shown below give you and our staff sufficient time to ensure your project receives
adequate attention for the size and complexity of the acquisition. Each June and September, procurement requests
are at risk of not meeting the funding deadlines because they were not submitted in time to complete the purchase
in compliance with state and federal laws. When the procurement timeline is too compressed, our staff cannot
complete procurements that (a) meet all legal requirements for competitive proposals; (b) provide a thorough and
legally defensible evaluation of vendor proposals; and (c) develop project contracts that adequately protect the
customer’s interests. Also, we make our staffing plans based on the requests we have received and may not have
adequate staff resources available to process requests received after these deadlines.

ITS understands that our customers sometimes don’'t have information concerning the availability of funds for
technology acquisitions until after these deadlines. ITS is committed to assisting you at any time, in any way we are
able. The options we are aware of for helping you to complete your purchases with tighter timeframes and/or those
submitted after these deadlines are: (1) you can use your own staff and/or contract staff for more of the up-front
research and preparation of the request and to assist available ITS staff throughout the procurement; or (2) you may
request an exemption on a Procurement Request Form and, with ITS’ approval, make the purchase yourself,
assuming the responsibility for following all purchasing laws. ITS assistance for projects requiring a tighter
timeframe or received after the deadlines may be charged at a higher hourly rate to cover our
additional expenses.

If you are unable to have the formal request prepared by the scheduled submission date but are
aware of upcoming purchases that have a funding deadline, please call Martha Pemberton at
359-2743 or Lynn Ainsworth at 359-2750 on or before these deadline dates. We will work to help
you meet your objectives in the required time frame.

Thanks in advance for your help in making sure we have adequate time and resources to process your technology

acquisitions to meet all your requirements and all statutory responsibilities. If you have any questions or
suggestions related to this memorandum, please call Martha Pemberton, Information Systems Services Director.
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Category

Time Required for

Procurement Process:

Submission Deadline
for June 30 Funds:

Submission Deadline
for September 30
Funds:

Requests requiring
Board approval and an
RFP

3 -8 months

January 1

April 1

Requests not requiring
Board approval but
requiring an RFP

2 - 5 months

February 1

May 1

Sole Source or
Exemption

requests requiring ITS
Board

approval;

Requests for competitive

procurements not
requiring

Board approval and
using

existing procurement

instruments

1 -3 months

April 1

July 1

All other procurement
requests

1 month +/-

June 1

September 1

Notes:

(a) The lifecyle cost includes all costs associated with obtaining the item or service and with maintaining and
operating it for its projected life cycle. Examples of costs in each category include: (1) Initial and/or one-time costs:
purchase price, freight, installation, and cost to exercise purchase option; (2) Ongoing costs: maintenance, lease,
rental, associated personnel costs, and telephone line charges. A more complete list for both categories is
contained in the Vendor Information section of the ITS RFP boilerplate, found in the Procurement Handbook.
Lifecycle costs are computed over a three to five year period, unless factors relevant to a specific project dictate a

different time period.

(b) Contact ITS to see if there is an existing procurement instrument that can be used for your acquisition.
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009-100 Procurement Process: Disposals

Disposals of Information Technology Equipment

Agencies and institutions should dispose of computer and telecommunications equipment in accordance with
guidelines published by the State Auditor’'s Office in the Property Officers Manual. Procedures for the disposal of
state property are further detailed in the Department of Finance and Administration's Office of Purchasing, Travel,
and Fleet Management Procurement Manual, Chapter 8.

The Department of Environmental Quality also provides Computer Recycling Guidelines on its website, including
information on environmental issues related to the disposal of computer equipment.

Agencies and institutions need to consider the following when disposing of or canceling leases for computer and
telecommunications equipment:

(1) Cancellation of Insurance and/or Maintenance Coverage

e |f you dispose of or transfer equipment covered by insurance, be sure to coordinate cancellation/transfer of
insurance as well so that you will not be liable to pay insurance coverage on equipment that has been
disposed of or transferred.

e |f you dispose of or transfer equipment covered by vendor maintenance, be sure to cancel this maintenance so
that you will not be liable to pay for maintenance on equipment you no longer have.

(2) Disposal of Equipment with Accruals

If your agencylinstitution has been renting or leasing equipment that is still of value and has accruals that can be
applied toward a purchase, you should attempt to locate another state agency or institution that would like to take
advantage of those accruals.

(3) Disposal of Equipment With Value

If your agencyfinstitution is disposing of equipment that is still working or that could be of some value, you should
attempt to locate another state agency or institution that would like to have the equipment. The recipient should be
aware, however, of any costs associated with operating or maintaining the equipment that might result in more
expense to the recipient than newer technology. The recipient should also be aware that these associated costs
may require ITS approval.

(4) Disposal of Equipment as Salvage

Training centers such as those at state community colleges and high schools can often use broken or old
equipment for spare parts or to train students on equipment assembly and repair.

Regardless of the disposal method used, each agency or institution must ensure that all
proprietary computer programs and all data have been completely erased from storage devices
prior to disposal or transfer of the equipment, using industry best practices to ensure the
information cannot be reconstructed.
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011-010 Procurement Instruments: Requests for Proposals (RFPs)

ITS law requires that all acquisitions of computer equipment and services involving a lifecycle cost of more than
$25,000.00 be awarded based on competitive and open specifications. Statute also requires that the procurement
be advertised in a newspaper having a general circulation in the state (i.e. The Clarion Ledger) at least fourteen
calendar days prior to receiving vendor bids and proposals.

ITS uses the Request for Proposals (RFP) as the instrument of choice for obtaining competitive pricing and
offerings in compliance with this state statute. The RFP outlines the functional requirements for the equipment,
software, and services needed, and vendors respond by proposing solutions and pricing that satisfy these
requirements. Proposals and vendors are evaluated in terms of the ability of the solution to satisfy the stated
requirements and best meet the needs of the purchasing agency over the expected life of the equipment or system.
The evaluation is based on predefined evaluation criteria in which price is not the only factor. Some of the criteria for
assessing the proposals received are necessarily subjective. It is the responsibility of ITS and the purchasing entity
to ensure the evaluation process is fair and defensible.

Custom RFPs may be developed for the procurement of high-dollar, complex, unique acquisitions by a single
agency. The ITS staff and the requesting agency or institution develop an RFP detailing the specific equipment,
system, software, and/or service requirements. General RFPs, Special RFPs, and RFPs issued for EPLs (Express
Products Lists) are prepared by ITS to meet the needs of multiple customers. See the Multi-Use RFP Index (MURI)
for a list of current general, special, and EPL RFPs. While some smaller project may require custom RFPs, ITS
makes every effort to use the instruments on the MURI for purchases of products and services within the scope of
these instruments, to lower the procurement costs for both customer and vendor.

Solicitations of proposals are published in The Clarion Ledger and on the ITS website . Any vendor may request a
printed copy of the RFP (usually with an associated fee) or download the contents from the Internet at no cost in
either MS Word or Adobe format. From the ITS website, select "Procurement” on the left hand side of the
homepage. The link is RFPs Advertised. (Note: This is also a Quick Link on the right hand side of the homepage.)

Some RFPs include a mandatory or optional pre-proposal vendor's conference. The date and location of the
conference will be published in the newspaper and Internet ads and will also be printed on the front page of the
RFP. For mandatory conferences, only companies who had representatives sign in at the vendor's conference will
be allowed to submit proposals as the primary contractor.

Proposals are due at 3:00 p.m. on the specified date and are submitted to the ITS office at 301 North Lamar Street,
per instructions on the cover sheet of the RFP. ITS opens, logs in, and performs a preliminary validation of
proposals received. A Register of Proposals is posted in the Internet following the proposal opening.

ITS and the procuring agency jointly evaluate the proposals received, obtain ITS Board approval if required, and
negotiate a contract with the awarded vendor.

Although most RFPs developed for specific customer agency projects are used for a single purchase, the ITS RFP

template contains language allowing the reuse of any award at the discretion of the State and with the concurrence
of the vendor.
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011-030 Procurement Instruments: Express Products Lists (EPLS)

Express Products Lists (EPLs) are compilations of proposals competitively solicited by ITS, evaluated, and awarded,
ususally to multiple vendors, for the purchase of IT commodity products. These lists, when used in accordance with
ITS instructions, meet all requirements of Mississippi law for legal competitive procurement of technology products.

EPL categories are added, changed and dropped based upon purchasing demand. Agencies, universities,
community/junior colleges, K-12 schools, and other governing authorities may, but are not required to, use the lists
to make information technology purchases in accordance with ITS procedures and guidelines.

Note: When an ITS customer uses an ITS Express Products List as their procurement authority, that customer is
accepting, by their use of the instrument, the requirements as described in the published EPL, the underlying
Request for Proposal, and, when applicable, the EPL Purchase Agreement or contract executed by the EPL vendor
and ITS on their behalf.

EPL Distribution
ITS publishes selected Express Products Lists on the ITS website.

ITS will distribute single copies of some EPLs upon request to the individual designated by your agency/institution
to receive EPLs (typically the purchasing agent). Please distribute additional copies to interested persons in your
agencylinstitution.

Procedures for Using Express Products Lists

Agencies may make purchases from an EPL up to the dollar limit specified in the specific EPL without advance
approval from ITS. For further information regarding dollar limits and use of EPLs, see the following sections of this
handbook: (1) Procurement Limits Policies: State Agencies, Section 015-010, (2) Procurement Request Types:
Planned Purchase, Section 013-080, and (3) ITS Telecommunications Contracts and Services for State Agencies,
Section 011-080.

Universities may make purchases from an EPL up to the dollar limit specified in the EPL without advance approval
from ITS. For further information see the following sections of this handbook: (1) Procurement Limits Policies: IHLs,
Section 015-020 and (2) ITS Telecommunications Contracts and Services for IHLs, Section 011-085.

Governing authorities may make acquisitions from an EPL up to the dollar limit specified in the EPL.

If an EPL that is maintained on an ongoing basis expires prior to the publication of a new list, it is acceptable to
purchase from the list if the vendor will still honor the proposal. However, in light of continuously improving
technology and declining prices, ITS advises that the purchaser verify they are buying appropriate technology and
solicit lower pricing when using an EPL near or past the end of every EPL life cycle.

Purchase orders using an EPL must be coded with the EPL Number (RFP Number plus the Offering Reference
Number) and a copy of the applicable EPL pages should be retained with the purchasing documentation to provide

an audit trail.

Items included on ITS Express Products Lists are based upon customer buying demands. ITS does not necessarily
endorse or support products appearing on an EPL.

Responsible Use of EPLs

EPLs are excellent tools for making routine purchases. They are, however, general purpose in nature and must be
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used responsibly and in good faith. The larger the dollar amount purchased from an EPL, the more evaluation and
documentation is recommended. The following are guidelines for responsible use of an EPL:

e Always consider the alternative of bidding the purchase, especially large purchases, if you reasonably expect
that you would get better pricing or contractual terms and conditions that obligate the vendor to meet your
specific requirements. Document for the purchasing file the rationale for using the EPL versus bidding the
purchase.

e There are generally multiple offerings of the same or equivalent products on the list. The multiple options on
the list provide the purchaser with selection flexibility and protection against delivery difficulties. Since there are
multiple options, the purchaser is responsible for evaluating each option within the category and documenting
for the purchasing file the rationale for making a selection.

e |TS encourages purchasers to aggressively seek the best possible value from an EPL based upon established
EPL specifications and proposals. Pricing is one major factor in selecting vendors for the EPL. However,
because pricing for information technology hardware generally tends to decrease, ITS strongly encourages
purchasers to check with the vendor before placing an order. Vendors are required by the terms of the EPL to
pass price decreases to the State. If purchasing multiple items from the list, check with the vendor about
quantity pricing. Many vendors price their proposals based upon "quantity of one" purchases and may be able
to provide a better price based upon quantity purchases. Purchasers should be aware that it is often
appropriate to negotiate with EPL vendors for better pricing, especially when multiple units are being acquired
or the EPL is approaching the end of its cycle.

e EPL customers are encouraged to secure these “best possible value” scenarios in writing from all EPL vendors
meeting their specifications within a given class. Award the purchase to the lowest and best bidder and
maintain all documentation with the purchasing file as an audit trail.

e To maintain the integrity of the EPL process, EPL customers and vendors must adhere to all requirements of
the RFP and the Instructions for Use memo issued for each EPL. If you have questions, please contact the ITS
Procurement Help Desk at601-576-HELP (601-576-4357).

Tips for Making a Successful EPL Purchase

Compatibility can be a major issue in configuring information technology. ITS strongly advises you to contact the
vendor to make sure components you purchase from any EPL will be compatible with each other or with your
existing equipment.

Technical specifications may not all be represented on the EPL printout. ITS strongly advises that you contact the
vendor to verify all critical specifications about the product you intend to purchase.

Vendors are required by the terms of their EPL proposals to provide timely delivery of items on the list. There are
occasionally circumstances that prevent a vendor from making timely delivery. Please report problems with timely
delivery to ITS. Vendors who have chronic difficulties delivering will be excluded from future EPLs. However, to
mitigate any delivery problems, ITS strongly encourages you to check with the vendor before you place
an order, especially near the end of the fiscal year or when you have other critical delivery
requirements.

If there is a problem with item availability, the vendor is expected, within reason, to offer you an equivalent or better
substitute at or below the original price. It is your responsibility to make sure that the substitution is equivalent to or
better than the original offering.

If you have difficulties using or suggestions regarding an EPL please let ITS know. Our address is:

Information Technology Services
ATTN: EPL

301 North Lamar Street; Suite 508
Jackson, MS 39201-1495
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FAX: (601) 354-6016

You may also contact the ITS Procurement Help Desk at601 576-HELP (576-4357).
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011-050 Procurement Instruments: General RFPs and Letters of
Configuration

ITS uses general RFPs for multiple routine acquisitions by agencies of such items as LAN/UNIX hardware and
software, cabling, telephone equipment, mainframe/midrange components, and IT consulting services. To avoid
the time and expense involved in soliciting individual proposals for each such acquisition, ITS advertises
periodically to receive proposals on these high-volume categories of information technology.

Proposals received in response to a General RFP are used for a specified period of time, usually one year. There is
no sole winning vendor. Proposals are submitted in the basic format of a vendor catalog. Therefore, ITS validates
the proposal but does not perform an evaluation or selection at the time proposals are submitted.

ITS uses General RFPs in conjunction with Competitive Procurement Requests received from customer agencies
and institutions. When a customer submits a request for equipment, software or services in a General RFP
category, ITS queries vendor responses to that General RFP to see which vendor offerings fit the scope of the
customer’s project. An abbreviated solicitation, called a Letter of Configuration (LOC), is sent to these vendors, and
each vendor has the opportunity to submit a proposal with pricing and other requested information. Selection of the
lowest and best alternative submitted in response to the Letter of Configuration is based upon the requestor’s
unique project requirements detailed in the Letter of Configuration.

General RFPs are for use by the ITS staff on behalf of the procuring agency or institution. General

RFPs are NOT for use by agencies, institutions, and governing authorities without ITS
involvement.
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011-060 Procurement Instruments: Special RFPs

ITS issues RFPs on request of a customer or customers to establish a multi-use award for a single agency or group
of agencies or institutions. The terms and intended users and uses of special RFPs are spelled out in the
specifications within the RFP. Special RFPs are administered by ITS or by the requesting agency. A list of current
Special RFPs is contained in the Multi-Use RFP index on the ITS website.
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011-070 Procurement Instruments: Cooperative Purchasing
Agreements

ITS statute requires that acquisitions of technology hardware, software, and services involving the
expenditure of funds in excess of $25,000 lifecycle cost be based upon competitive and open
specifications. This statute further requires that contracts for these acquisitions be entered into only after
advertisements of proposal solicitations are published in one or more daily newspapers having a
general circulation in the State not less than fourteen days prior to receiving proposals. This section
of the Mississippi Code, with its requirement for advertisement in a local newspaper, has limited the ability
of Mississippi agencies to use cooperative purchasing agreements established by other local, state, and
federal entities for technology purchases.

In recent years, changes to Mississippi public purchasing code and subsequent interpretation of new and
existing statute by the Mississippi Attorney General have provided two avenues for the utilization of
cooperative purchasing agreements for the acquisition of information technology products and services:
(1) Certified Purchasing Offices:
Senate Bill 2344, 2003 Regular Legislative Session, added Section 31-7-13 (m) (xxix) to Mississippi
Code, exempting from bid requirements purchases made by certified purchasing offices of state
agencies pursuant to qualifying cooperative purchasing agreements. Attorney General Opinion No.
2004-0572 affirmed that ITS has the authority to establish rules and procedures for the utilization of
cooperative purchasing agreements by certified purchasing offices for information technology
purchases. See Certified Purchasing Office Guidelines on the DFA website for the requirements for
certification and for a list of certified purchasing offices in the state.

(2) Cooperative Purchasing Agreements approved by the Department of Finance and Administration:
Mississippi Code Section 31-7-7 (b), charges the Department of Finance and Administration (DFA) with
arranging purchasing agreements for the acquisition of commodities by Mississippi public entities.
Once these agreements are established, purchases may be made through the provisions of
Mississippi Code Section 31-7-13 (m) (i), which provides an exemption from bid requirements for
acquisitions made from such agreements. Attorney General Opinion No. 2006-0159 states that DFA
may adopt as its own approved purchase agreements the cooperative agreements that have been
developed by other states and local governments. Attorney General Opinion No. 2006-0457 provides
that ITS has the authority to adopt procedures for submitting purchasing agreements to DFA for
approval to be utilized by ITS on behalf of agencies and institutions of the state.

To initiate a technology purchase from any cooperative purchasing agreement utilizing either of the two
approaches outlined above, submit a procurement requestto ITS.

Procedure for making technology acquisitions from cooperative purchasing agreements:

® Submit a Competitive Procurement Request form, including the Cooperative Purchasing Agreement
Addendum to the request form.

® |ndicate whether your agency or institution is a Certified Purchasing Office.

® |TS will evaluate the request, including the agency's justification that use of the competitive agreement
is "in the best interest of the government entity” (a statutory requirement in Mississippi Code Section
31-7-13 (m) (xxix)). Considerations will include an evaluation of comparable market pricing;
comparisons with any existing ITS purchase instruments that cover the same products; the uniqueness
of the product or service in the marketplace; contract terms and conditions; and cost and time
requirements for acquiring the product or services in another manner.

® |f the requesting agency or institution is not a Certified Purchasing Office and the cooperative
agreement has not been previously approved by DFA, ITS will submit the cooperative purchasing
agreement to DFA for approval as a DFA purchase agreement.
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e |f this is the first time this cooperative agreement has been used for a technology procurement through
ITS, ITS will research the requirements for use, including any necessary organizational memberships
or other prerequisites. The requestor should provide any known information concerning these
requirements on the Cooperative Purchasing Agreement Addendum form submitted to ITS.

® |TS will issue a CP-1 with special "cooperative purchasing" language included. (NOTE:ITS
approvals for using a cooperative purchasing agreement are project-specific and on a
project-by-project basis.)

® |TS will work with the customer on any contract supplement required.

® |TS will work with the customer to obtain a completed W-9 form, if the vendor is not in SAAS, & to
provide the vendor with information on the State's requirement for receiving payment through
PayMode.
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ITS Telecommunications Contracts and Services for
State Agencies

011-080

Per state statute, all telecommunications systems and services affecting the management and operations of the

state must be acquired through ITS. The following table lists the major voice and data telecommunications
services provided to state agencies through ITS and/or through ITS contracts.

Please note that the standard procurement delegations do not apply to telecommunications services and systems.
See Acquisition of Telecommunications Services by State Agencies for details.

Senate Bill 2514, 2005 Regular Session [codified as Mississippi Code § 25-53-171], established the Mississippi

Wireless Communication Commission and tasked the Commission with the responsibility for approving all
wireless communication purchases within the state and for setting forth rules and regulations governing these
purchases. See Purchasing Rules, Guidelines, and Procedures on the WCC website for additional information
regarding wireless communication purchases.

For price or other information for Service Areas 1-5 or 7, contact vscustsv@its.ms.gov. See ITS EPLs for products

and pricing in Service Area 6. For any telecommunications services or systems not listed, contact

vscustsvc@its.ms.gov.

Product/Service Area:

Includes:

ITS Approval Process:

(1) Local Area Access:
Line charges for
traditional voice
communication services
(any voice .
communication line other
than radio circuits)

Business Lines ("dial tone")
Trunking (DID, ISDN-PRI,
OGO, or any combination)
Centrex Lines

Basic telephone installation:
Greater Jackson Area only
Basic data cable installation:
Greater Jackson Area only
Voice Mail services

No delegation. ITS has conducted these
procurements on behalf of the State and
has contracts in place for these services.
Contact ITS directly as outlined above for
additional details and to arrange for these
services.

(2) Long Distance Toll

Intra-LATA calls

No delegation. ITS has conducted these

Document Sharing
Streaming video

Services Inter-LATA calls procurements on behalf of the State and
Interstate calls has contracts in place for these services.
International calls Contact ITS directly as outlined above for
Toll-free service (i.e. "800 type additional details and to arrange for these
service) services.
Calling cards

(3) Audio and Web Operator Assisted No delegation. ITS has conducted these

Conferencing Reservationless procurements on behalf of the State and

has contracts in place for these services.
Contact ITS directly as outlined above for
additional details and to arrange for these
services.

(4) Data Communication
Services

Inter-LATA circuits
Intra-LATA circuits
MPLS circuits
State backbone
Internet access
DSL

No delegation. ITS has conducted these
procurements on behalf of the State and
has contracts in place for these services.
Contact ITS directly as outlined above for
additional details and to arrange for these
services.

(5) Data Communication

011-080

Routers providing connection to the

Submit Procurement Request to ITS for any

ITS Telecommunications Contracts and Services for State Agencies
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Equipment

statewide backbone network

router that is a direct connection to the
statewide backbone.

NOTE: If not a state backbone network
border device, purchase using standard
delegation limits and procurement
procedures.

(6) Telecommunication
Express Products Lists

Two-way radios

Delegation to purchase outside EPL up to
$25,000.

Submit standard procurement request or
use EPL above $25,000;

Requires WCC approval above $100,000
per project or per fiscal year;

May use MSWIN Contract as EPL for
equipment on Mobile, Portable, and
Dispatch Console Equipment List;
Submit standard procurement request
above EPL fiscal year spending limit
($100,000).

Cellular and other wireless
devices and services

Agencies and IHLs must purchase cellular
devices and services from the Master
Cellular Agreement;

No dollar limit to purchases from Master
Cellular Agreement by any government
entity;

All exceptions to Master Cellular Agreement
by agencies and IHLs require ITS approval;
Competitive procurement required for any
exception with a cost > $25,000 per fiscal
year;

Pager equipment and services

Delegation to purchase up to $25,000
without ITS involvement if obtaining 2 written
quotations;

Submit standard procurement request
above $25,000 or for sole-source
acquisitions above $5,000;

E-911equipment and services

Delegation to purchase outside EPL up to
$25,000.

Submit standard procurement request or
use EPL above $25,000;

Submit standard procurement request
above EPL spending limit.

Wireless communication purchases from
E-911 EPL require WCC approval above
$100,000.

(7) Telephone
Equipment, Systems, and
Maintenance

011-080

Telephone sets (single and multi-line)

Delegation to purchase using standard
delegation limits and procurement
procedures.

Key Systems Delegation to purchase using standard
delegation limits and procurement
procedures.

PBXs Delegation to purchase using standard

delegation limits and procurement
procedures.

Hybrid Systems

Delegation to purchase using standard
delegation limits and procurement
procedures.
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Phone system maintenance

Delegation to purchase using standard
delegation limits and procurement
procedures.

Pay Phones

Delegation to purchase using standard
delegation limits and procurement
procedures.

011-080
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ITS Telecommunications Contracts and Services for

Institutions of Higher Learning (IHLS)

Per state statute, all telecommunications systems and services affecting the management and operations of the state
must be acquired through ITS. The following table lists the major voice and data telecommunications services that
can be provided to state institutions of higher learning through ITS and/or through ITS contracts.

Please note that, for the acquisition of telecommunications services and systems, the normal
delegation of procurement authority by ITS to the institution of higher learning does not apply. See
Acquisition of telecommunications Services by IHLs for details.

For certain telecommunication products and services, ITS has compiled and published Express Products Lists that
can be used by IHLs in these acquisitions.

Senate Bill 2514, 2005 Regular Session [codified as Mississippi Code 8 25-53-171], established the Mississippi
Wireless Communication Commission and tasked the Commission with the responsibility for approving all wireless
communication purchases within the state and for setting forth rules and regulations governing these purchases. See
Purchasing Rules, Guidelines, and Procedures on the WCC website for additional information regarding wireless

communication purchases.

For price or other information for Service Areas 1-5 or 7, contact vscustsv@its.ms.gov. See ITS EPLs for products and
pricing in Service Area 6. For any telecommunications services or systems not listed, contact vscustsvc@its.ms.gov.

Service Area:

Includes:

ITS Approval Process:

(1) Local Area Access: Line charges
for traditional voice communication
services (any voice communication
line other than radio circuits)

Business Lines (“dial tone™)
Trunking (DID, ISDN-PRI, OGO,
or any combination)

Centrex Lines

No delegation. ITS has conducted
these procurements on behalf of the
State and has contracts in place for
these services.

Contact ITS directly as outlined above
for additional details and to arrange for
these services.

(2) Long Distance Toll Services

Intra-LATA calls

Inter-LATA calls

Interstate calls

International calls

Toll-free service (i.e. "800" type
service)

Calling cards

No delegation. ITS has conducted
these procurements on behalf of the
State and has contracts in place for
these services.

Contact ITS directly as outlined above
for additional details and to arrange
for these services.

(3) Audio and Web Conferencing

Operator Assisted
Reservationless
Document Sharing
Streaming video

No delegation. ITS has conducted
these procurements on behalf of the
State and has contracts in place for
these services.

Contact ITS directly as outlined above
for additional details and to arrange
for these services.

(4) Data Communication Services

011-085

Inter-LATA circuits
Intra-LATA circuits
MPLS Circuits
State backbone
Internet access
DSL

No delegation. ITS has conducted
these procurements on behalf of the
State and has contracts in place for
these services.

Contact ITS directly as outlined above
for additional details and to arrange
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for these services.

(5) Data Communication Equipment

Routers providing connection to the
statewide backbone network

For any router that is a direct
connection to the statewide
backbone:
(a)Delegation to purchase,
following applicable procurement
laws, up to $250,000 without ITS
involvement. MUST name Cisco
as manufacturer. OR
(b)Submit procurement request
to ITS.
NOTE: If not a border device,
purchase using standard delegation
limits and procurement procedures.

(6) Telecommunications Express
Products Lists

Two-way radios

Delegation to purchase outside EPL
following applicable procurement laws
up to $250,000 without ITS involvement.
Submit standard procurement request
above $250,000;

Requires WCC approval above
$100,000 per project or per fiscal year;
May use MSWIN Contract as EPL for
equipment on Mobile, Portable, and
Dispatch Console Equipment List;
Submit procurement request to buy
from EPL above EPL spending limit
($100,000).

Cellular equipment and services

Agencies and IHLs must purchase
cellular devices and services from the
Master Cellular Agreement;

No dollar limit to purchases from
Master Cellular Agreement by any
government entity;

All exceptions to Master Cellular
Agreement by agencies and IHLs
require ITS approval;

Competitive procurement required for
any exception with a cost > $25,000 per
fiscal year;

Pager equipment and services

Delegation to purchase following
applicable procurement laws, up to
$250,000 without ITS involvement

E-911

Delegation to purchase outside EPL,
following applicable procurement
laws, up to $250,000 without ITS
involvement

(7) Telephone Equipment and
Systems

Telephone sets (single and
multi-line)

Delegation to purchase using standard
delegation limits and procurement
procedures

Key Systems Delegation to purchase using standard
delegation limits and procurement
procedures

PBXs Delegation to purchase using

standard delegation limits and
procurement procedures

Hybrid Systems

Delegation to purchase using
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standard delegation limits and
procurement procedures

Phone system maintenance

Delegation to purchase using standard
delegation limits and procurement
procedures

Pay Phones

Delegation to purchase using standard
delegation limits and procurement

procedures
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013-020 Procurement Types: Revision

Request for Revised or Extended Approval

Agencies and institutions should complete and send a completed Request for Revision to Previous Approval and
appropriate attachments as listed on the form to ITS to request changes to a previously issued CP-1. A copy of the
revision request form is available in PDF and Word formats on the ITS website. Customers may also submit
revision requests via ITS' online procurement request system.

ITS approves a revision or extension by issuing a replacement CP-1. The replacement CP-1 contains a different
CP-1 number than the original CP-1 and voids the CP-1 being replaced. Once you have received a replacement
CP-1, please discontinue use of the CP-1 which was replaced.

When to Request Revised ITS Approval
It is necessary to request revised ITS approval and obtain a replacement CP-1 in the following instances:

e Expired Purchase CP-1 that you still need to use. Please attach a letter from the vendor stating that
equipment can still be delivered at (or below) the pricing on the CP-1. Please try to issue purchase orders
promptly upon receipt of a CP-1 to avoid the problem of expired CP-1s. Vendors submit pricing that they will
honor for only a limited amount of time. Also, equipment may not be available after long periods of time. If the
vendor can no longer deliver the equipment at or below the price approved on the original CP-1, it may be
appropriate to handle your revision request as a new procurement.

e Expired Ongoing CP-1 for hardware or software maintenance, software licensing fees, etc. The CP-1 from
which you make ongoing payments has expired but you still need the coverage. In this instance, ITS will confer
with the agency or institution and reference the terms of the original proposal solicitation and contract to
assess whether it is appropriate to extend the current contract with the existing vendor or to initiate a new
procurement.

e Vendor Change. Whether for a purchase CP-1 or for an ongoing CP-1, you need to acquire revised ITS
approval to change vendors. A change of vendors will typically require that ITS handle the request as a new
procurement unless it is a name or address change only.

® Price Increase. Itis necessary to seek revised ITS approval for price increases over the life cycle amount
authorized on the CP-1. See Terms: Lifecycle Cost and Procurement Process: CP-1 Approval Documents and
SAAS for an explanation of the life cycle amount authorized on the CP-1.

e Major Configuration Change. Itis necessary to acquire revised ITS approval for major configuration
changes.

It is not necessary to acquire revised ITS approval for price decreases or minor configuration changes.
Minor Configuration Changes
On Purchase CP-1s and CP-1s for a maximum amount, ITS itemizes the configuration, typically submitted in a
proposal by the vendor and requested by the agency or institution. It is not necessary to request that ITS issue a
replacement CP-1 to reflect minor changes made to the configuration. Minor configuration changes must generally
meet the following criteria:

® Does not exceed the total life cycle cost specified on the CP-1,

® In line with the proposal solicitation, the vendor’s proposal and the resulting contract,
e More or better capability at or below the original price,
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® [nthe best interest of the state, and
e Acceptable to the agency.

An example of such a minor configuration change would be an offer by a vendor to substitute newly available
microcomputers of the same brand with a faster processing speed and/or with a larger hard drive than those
proposed within the life cycle cost authorized by the CP-1.

On CP-1s of an ongoing nature, typically those for maintenance, it is not necessary to request a replacement CP-1
to reflect minor additions/deletions within the life cycle amount authorized by the CP-1.

An example of such a minor configuration change would be an agency’s addition of several new PCs which have
recently rolled off of warranty along with the deletion of several old printers which have been disposed of by the
agency.

The agency should document and keep in its file for audit trail purposes the reason for all such minor configuration
changes and document that the changes are in line and are in the best interest of the state. The agency will need to
furnish this documentation to ITS if a replacement CP-1 should later become necessary.

Major Configuration Changes

Major configuration changes do require ITS approval.

An example of a major configuration change on a purchase would be one where the agency has decided to
considerably change workstation and server configurations.

An example of a major configuration change on a maintenance CP-1 would be the need to add 25 microcomputers
that have recently rolled off warranty to an existing contract with a maintenance vendor.

A New Procurement is Required
It is appropriate for ITS to revise or extend approval and to issue a replacement CP-1 only where the revision or
extension is within the scope of the original procurement. There may be situations where you request a

replacement CP-1 but the situation merits a new procurement. ITS will work with you to solicit the additional
information needed if we determine that your request should be processed as a competitive procurement.
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013-030 Procurement Types: Sole Source

ITS enabling legislation requires that information technology equipment and services be acquired in a manner that
insures the maximum of competition among all manufacturers and suppliers of such equipment and services.
Accordingly, ITS promotes full and open competition through the issuance of open specifications and the objective
evaluation of vendor proposals to determine the lowest and best offering to meet an agency's or institution's
business requirements. True competition protects the integrity and credibility of purchasing in the public sector and
is essential in providing best value and adequate contractual protection for the purchasing entity.

Mississippi Public Purchasing Law (Section 31-7-13) specifies that noncompetitive items available only from one
source may be exempted from bid requirements (sole-sourced). ITS statute, in Section 25-53-5 (p), permits ITS to
utilize provisions in Public Purchasing law or regulations, when applicable. In certain limited situations, with
appropriate written documentation and proper approval, information technology acquisitions may be sole-sourced.

A Sole Source Certification Request is an agency's or insitution's statement, with accompanying documentation,
that there is no competition in the marketplace for the requested product or service. Single source acquisitions
awarded without competion are exceptions that can only be certified after thorough marketplace research. ITS
applies a strict interpretation of the single source definition and is a strong advocate for conducting a competitive
process unless the reasons for not competing are overwhelming and incontrovertible.

ITS Sole Source Procedure

The ITS Sole Source procedure is designed to allow agencies and universities to submit requests to ITS instead of
to DFA when state-level sign off of sole source information technology acquisitions is required per Section 31-7-13
of the Mississippi Code. The ITS Sole Source Procurement Request Form, in conjunction with the Sole Source
Certification signed by the agency or institution executive, has been designed to collect the necessary justification
and certification for an information technology sole source acquisition. A Sole Source Procurement Request Form
should be completed for all information technology sole source acquisition requests other than those delegated to
the agency or institution (See Chapter 015 for specific dollar limits for the delegation of Sole Source approval to
Agencies and Institutions of Higher Learning, as applicable).

Submit the Sole Source Procurement Request to ITS rather than to DFA. It is not necessary to submit duplicate
paperwork to the DFA Office of Purchasing, Travel, and Fleet Management for approval of sole source acquisitions.
A copy of the Sole Source Request form is available in PDF or Word format on the ITS website. Customers may also
submit sole source requests via ITS' online procurement request system. All sole source certifications must be
signed by the Executive Director of the agency or the CIO of the institution of higher learning, or that person’s
designee.

The Sole Source Request form asks for documentation on any market research performed to determine if
alternative sources are available. ITS may perform additional research based on the tools and information
available through national organizations and subscription research services. If other sources exist, there must be
compelling documentation as to why these sources are not acceptable.

ITS charges a fixed rate of $125 to process a sole source certification if all justification and required documentation
are included with the request and if the request does not have to be approved by the ITS Board. All sole source
acquisitions above the Director Approval thresholds defined in Section 018-030 require approval from the ITS
Board.

A CP-1 Acquisition Approval form is issued by ITS for the amount of the sole source acquisition. Agencies that issue
purchase orders through DFA should note that this CP-1 is uploaded by ITS into the DFA/SAAS system to authorize
payment of the sole source purchase.

Sole Source Criteria and Required Documentation
Sole source acquisitions must meet certain criteria. Per public purchasing law, the following criteria must be met for
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a procurement to be authorized as sole source:

1. The product or services being purchased must perform a function for which no other product or source of
services exists,

2. The purchaser must be able to show specific business objectives that can be met only through the unique
product or services, AND

3. The product or services must be available only from the manufacturer and NOT through resellers who could
submit competitive pricing for the product or services.

The purchasing agency or institution is responsible for documenting its business needs in the sole source request,
as well as the ways in which the requested product or services meets those needs. In addition, the purchaser
should document why other products or services cannot substantially meet the documented needs. If similar
products or services exist in the marketplace, the business case for the unique functionality or characteristics of the
sole-sourced item must be compelling for the procurement to be sole-sourced under state statute.

The purchasing agencyi/institution should obtain and submit to ITS a written proposal from the sole source provider.
This proposal should clearly document the exact product and services to be provided, timeframes for delivery or
service provision, and all associated pricing information, including retail price, discount structure, volume-related
tiered pricing structures, ongoing support costs, and price escalation caps. If the purchasing agency/institution
prefers, the ITS staff assigned to the sole source request can work with the vendor to obtain this information.

In addition to the above documentation from the purchaser, certification from the manufacturer should accompany
the Sole Source Procurement Request. This documentation supplements the sole source justification but does not
replace the purchaser’s documentation of business need. The manufacturer must certify, on company letterhead,
the unique features of the product or service within the marketplace and must also certify that the product or service
is available only through the manufacturer or from a single specified distributor or reseller.

The following factors do NOTconstitute valid criteria for sole source designations:

e Quality of the product or services: The competitive process has been established to determine the lowest and
best offering.

® Price of the product or services: The competitive process has been established to determine the lowest and
best offering.

e Project timetable or other scheduling constraints: The emergency purchase statute was established for
situations meeting the statutory definition of "emergency," in which the delay incident to following a competitive
process would be detrimental to the interests of the state. See 013-060 Emergency Purchases. In some
situations in which the need is immediate but an emergency purchase cannot be justified, ITS can assist the
purchasing entity in acquiring a temporary or interim solution until a competition can be conducted.

e |ncumbent products or service providers: An award from a competitive process for the acquisition of products or
services does not constitute a permanent purchasing mechanism. All products and services are re-evaluated
from time to time to determine when a full competition and potential replacement are warranted. For service
providers, this competition may include a reasonable learning curve for time required by non-incumbents to
become acclimated to the particular customer, product, and/or environment.

e Sole source designation by other states: Mississippi's sole source requirements are more stringent than those
in many other states.

Please remember: the law says single source, not best source. Competition is used to determine best source.

Benefits of Soliciting Proposals
It is always acceptable, and usually preferable, to solicit bids or proposals for an acquisition even if the product or
services requested are believed to be unique in the marketplace. The benefits of soliciting proposals for a sole
source item include:
e the purchaser develops a written statement of requirements against which to evaluate the sole source offering;
e the vendor submits a written statement of commitments and pricing for both initial and going costs, against
which the purchaser can evaluate vendor and product performance and which can be incorporated into a
negotiated contract; and
e the solicitation of written proposals increases the potential of reduced price offerings and/or written guarantees
against excessive price escalation for a set contract period.
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Agencyl/Institution Responsibility

The purchasing agencylinstitution is responsible for providing all necessary documentation and justification
required to support a sole source acquisition, as described above. If adequate documentation is not provided with
the request, ITS staff will work with the requestor’s staff to obtain sufficient information to certify the sole source.
Please note that ITS must charge an hourly rate for the time required to obtain this additional documentation.

The purchasing agencylfinstitution is responsible for making the sole source procurement within the amount and
from the vendor specified on the CP-1 Acquisition Approval form.

Delegation of Sole Source Certification

State Agencies: For state agencies, approval of all technology purchases with a life cycle cost of $5,000 or less,
including sole source purchases, has been delegated to the agency. The ITS Procurement Limits Policies for
Agencies require a minimum of two competitive written bids or proposals for technology purchases with a life cycle
cost over $5,000 but not over $25,000. Since, for single source items, the procuring agency will be unable to obtain
two written bids, ITS must sign off on all sole source acquisitions of information technology with a life-cycle cost
greater than $5,000.

IHLs: Institutions of Higher Learning (IHLs) have been delegated the authority to certify sole source procurements
up to $250,000 lifecycle cost under the ITS Procurement Limits Policies for IHLs. Institutions certifying a sole source
purchase must ensure the three criteria listed above are met and documented in writing by the institution and the
vendor prior to certifying a product or service as sole source. Sole source documentation must be reviewed and
approved by the IHL's CIO for any sole-source certification above $5,000. All sole source documentation should be
retained in the institution’s procurement file. Sole source requests above $250,000 lifecycle cost require ITS
approval.

Other than the delegations outlined above, all sole source technology procurements must be certified by ITS. ITS
cannot exempt a sole source request--the ITS Exemption Request and ITS Sole Source Request are mutually
exclusive.
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013-040 Procurement Types: Exemption

The Exemption procedure allows agencies and institutions to request exemption from ITS to handle specific
information technology procurement projects that, by law, require solicitation of bids or proposals, without the
involvement of ITS. The exemption procedure is designed for projects involving traditional information technology
equipment, software, or services which the agency/institution has the inhouse resources and expertise to procure
without ITS involvement. The exemption should be approved by ITS before an advertisement is issued
for the procurement. A request for exemption should be submitted on an Exemption Request form. A copy of the
exemption request form is available in PDF and Word formats on the ITS website. Customers may also submit
exemption requests via ITS' online procurement request system.

All exemption requests must be signed by the Executive Director of the agency or the CIO of the institution of higher
learning, or that person’s designee. The name and title of the agency head, institution CIO, or designee should be
entered on the line to the bottom left of the request form and the form should be signed and dated on the bottom
right.

ITS charges a fixed rate of $125 to process an exemption request that contains the appropriate documentation and
hat does not have to be approved by the ITS Board. All exemption requests for projects whose total costs are
greater than the Director Approval thresholds defined in Section 018-030 require approval from the ITS Board.

ITS staff reviews the information submitted on the Exemption Request Form concerning the acquisition, including
the procurement approach that will be used and the estimated total life-cycle cost. The exemption request will be
approved by the ITS Executive Director, or will be presented to the ITS Board for approval if the total life-cycle cost
exceeds the Director Approval threshold.

A CP-1 Acquisition Approval form is issued for the amount of the exemption, based on the agency's estimate of the
total life-cycle cost. Agencies that issue purchase orders through DFA should be aware that this CP-1 is uploaded
by ITS into the DFAIMMRS SAAS system to authorize processing payment for an exempted procurement. This
approval is not vendor specific, as it is issued prior to the procurement process. When exempting a procurement,
ITS will specify the maximum amount exempted on the CP-1 Acquisition Approval form. The agency/institution
must submit a request for approval of the additional dollar amount if the procurement results in a
cost greater than the estimated total used in the original exemption.

When approval is received, the agencyl/institution may proceed with the procurement without further involvement
from ITS, as outlined under "Agency/Institution Responsibilities" below.

An exemption cannot be used in conjunction with a sole source acquisition. Sole source acquisitions should be
submitted to ITS on a Sole Source Request form.

The requirement of soliciting bids or proposals for services that can be competitively provided is NOT waived by an
ITS exemption. All applicable statutes for competitive procurements must still be followed by the purchasing entity.

Agency/Institution Responsibilities

For exempted acquisitions, the purchasing agencylinstitution is responsible for making the purchase within the
dollar amount authorized by ITS on the CP-1 Acquisition Approval form and for following all applicable statutory
requirements throughout the procurement process, including but not limited to those outlined in Title 25, Chapter
53 of Mississippi Code. These requirements include: (1) development of competitive and open specifications; (2)
issuing an advertisement to solicit bids or proposals according to Section 25-53-5 (0) of the Mississippi Code; (3)
conducting a thorough and equitable evaluation of all proposals received; and (4) negotiating and signing a
contract, if applicable, within the scope and intent of the specifications. ITS does not participate in any of these
steps for exempted procurements.
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In the negotiation of contracts for the products and services being obtained, agencies and institutions should be
aware that, per a 1993 Attorney General Opinion, state agencies do not have the authority to allow a vendor to limit
its liability. Pursuant to Section 25-53-21(e) of the 1972 Mississippi Code Annotated, as amended, the Executive
Director of ITS may negotiate a limitation on the liability to the State of prospective contractors provided such
limitation affords the State reasonable protection. This authority to negotiate a limitation of liability applies ONLY to
contracts negotiated by ITS for execution by the ITS Executive Director and does not apply to contracts negotiated
for exempted procurements.

If a vendor protest results from the exempted procurement, however, the rules and guidelines of the ITS Protest
Procedure and Policy apply, with the ITS Executive Director receiving and responding to the protest.
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013-050 Acquisition of Telecommunications Services by State
Agencies

ITS statute, Mississippi Code Section 25-53-111, requires that ITS:
e Establish and coordinate through either state ownership or commercial leasing, all telecommunications
systems and services affecting the management and operations of the state;
® Act as the sole centralized customer for the acquisition, billing and record keeping of all telecommunications
systems or services provided to state agencies whether obtained through lease or purchase; and
e Charge the respective user agencies for their proportional cost of the installation, maintenance and operation
of the telecommunications systems and services.

To fulfill this statutory mandate, ITS issues Requests for Proposals to obtain the lowest and best provider of local
and long distance voice access services and of data communications services. The resulting contracts are for the
use of ITS in furnishing these services to all state agencies. The contracts aggregate all telecommunications traffic
into one account with ITS as the sole customer on behalf of the state, as required in the above statute. This
aggregation allows ITS to get the best possible pricing for the state as a whole; to better manage
telecommunications facilities within the state; and to have an accurate inventory of all telecommunications services
within state government.

There is no delegation of procurement authority for telecommunications services for state
agencies. All such services must be obtained through the Telecom Services and Data Services Divisions of ITS.
See ITS Telecommunications Contracts and Services for State Agencies for a list of products and services within the
scope of this policy and for links to the associated pricing.

In addition to the line and access services provided via vendor contracts, ITS is the direct provider of basic
telephone installation services and basic data cable installation services for customers in the Capitol Complex and
greater Jackson area. Please note that neither agency staff nor third-party vendors are to provide any cabling or
telephone installation or update services unless prior written approval has been obtained from ITS on a
case-by-case basis.

As an ITS telecommunications customer, a state agency receives the following "value-add" services:
e Contractual terms and conditions negotiated and enforced by ITS on behalf of the state

Renegotiation for lower pricing at set intervals throughout the life of each contract

Uniform service and cost to all areas of the state

Facility reviews on request to evaluate opportunities for cost savings (voice and data)

Statewide authorization codes for long distance

Customized telephone billing to accommodate the accounting requirements of the individual agency, including

electronic billing options

State government telephone operator services

Trouble/Help Desk support (voice and data)

Customer service support (voice and data)

Telecommunications training on request

Voice communications needs analysis on request

On-line state telephone directory listings and service

Network Operations Center

Core security administration (IDS and VPN)

Domain name services

System design and configuration (voice and data)

24x7x365 operations (voice and data)

Problem determination (voice and data)

Disaster recovery (voice and data)

Capacity planning

Telecommunications Express Products Lists (2-way radios, E-911)
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e Master Cellular Contract

To request additional information or to order services, contact vscustsvc@its.ms.gov.
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013-055 Acquisition of Telecommunications Services by IHLs

ITS statute, Mississippi Code Section 25-53-111, requires that ITS:

e Establish and coordinate through either state ownership or commercial leasing, all telecommunications
systems and services affecting the management and operations of the state;

® Act as the sole centralized customer for the acquisition, billing and record keeping of all telecommunications
systems or services provided to state institutions whether obtained through lease or purchase;

e Charge the respective user institutions for their proportional cost of the installation, maintenance and operation
of the telecommunications systems and services; and

e Approve or provide state telephone services on a reimbursable basis to full-time students at state institutions of
higher learning, including where such services are provided by the state or the institution.

To fulfill this statutory mandate, ITS issues Requests for Proposals to obtain the lowest and best provider of local
and long distance voice access services and of data communications services. The resulting contracts are for the
use of ITS in furnishing these services to all state agencies and institutions of higher learning. The contracts
aggregate all telecommunications traffic into one account with ITS as the sole customer on behalf of the state, as
required in the above statute. This aggregation allows ITS to get the best possible pricing for the state as a whole;
to better manage telecommunications facilities within the state; and to have an accurate inventory of all
telecommunications services within state government. See ITS Telecommunications Contracts and Services for
IHLs for a list of products and services within the scope of this policy.

As an ITS telecommunications customer, an IHL receives the following "value-add" services:
e Contractual terms and conditions negotiated and enforced by ITS on behalf of the state

Renegotiation for lower pricing at set intervals throughout the life of each contract

Uniform service and cost to all areas of the state

Statewide authorization codes for long distance

Capacity planning

Telecommunications Express Products Lists (2-way radios, E-911)

Master Cellular Contract

To request additional information or to order services, contact vscustsvc@its.ms.gov.
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013-060 Emergency Purchases

Mississippi Public Purchasing Law, in Section 31-7-13 (j) of Mississippi Code, outlines the state agency emergency
purchase procedure. The definition of "emergency" as it applies to purchasing is located in Section 31-7-1 (f) of
Mississippi Code. ITS statute, in Section 25-53-5 (p), permits ITS to utilize provisions in Public Purchasing law or
regulations when applicable. In accordance with the referenced statutes, ITS has developed an Emergency
Purchase Form for reporting purchases of technology products or services made under the emergency purchase
statute by state agencies or IHLs under ITS purview. A copy of the emergency purchase form is available in PDF
and Word formats on the ITS website. Customers may also submit emergency purchase documentation via ITS'
online procurement request system.

Submission of the completed form, along with the necessary certifications by the agency or institution executive or
designee, fulfills the reporting requirements for emergency purchases and, if applicable, enables ITS to issue a
CP-1 Acquisition Approval to facilitate payment processing for the emergency acquisition in the Statewide
Automated Accounting System (SAAS). The purchasing agency or institution should complete this form and submit
itto ITS as soon as possible after the emergency acquisition is made.

Note that Mississippi Code Section 31-7-13 (j) also requires that any agency executive responsible to an agency
board document any emergency purchase in the minutes of the meeting following the emergency purchase. A
copy of these minutes should be provided to ITS with the emergency purchase certification.

ITS issues CP-1 Acquisition Approval documents for emergency procurements when required by the purchasing
entity. For state agencies, these approvals are uploaded into SAAS to facilitate payment processing. Unlike the
usual CP-1 document, CP-1s associated with emergency purchases do not constitute approval of the acquisition by
ITS. Documentation and certification of the emergency purchase are solely the responsibility of the purchasing
agency or institution.

In support of the reporting requirements for the State Auditor outlined in Section 31-7- 13 (j) and (k) of Mississippi
Code, ITS sends a report annually to the State Auditor of all emergency purchases and supporting documentation
submitted to ITS.
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013-080 Procurement Types: EPL Planned Purchase

The EPL Planned Purchase Procedure allows an agency to make purchases that exceed the cost limit of an
Express Products List (EPL). As the coordinator of the information technology planning effort for state government
agencies, ITS works with agencies during the planning process to determine procurements that can be
appropriately made using EPLs. The EPL planned purchases procedure is limited to:

(1) projects in the agency's current technology plan, and

(2) equipment or software appearing on a current EPL.

An agency using the EPL Planned Purchase Procedure is given authorization, up to a specified dollar amount, to
make the identified procurements from the EPLs without further ITS involvement. The approval is issued in the
form of a letter from the ITS Executive Director and a CP-1 Acquisition Approval Document. The purchasing agency
should retain the approval letter in its purchasing documentation.

Since agencies often make their purchases under the EPL Planned Purchase approval over the course of the fiscal
year and to multiple vendors, ITS also sends a form the agency should use to record the date, purchase order
number, and dollar amount of each expenditure made under the EPL Planned Purchases approval. This form
serves as a tracking tool for the agency, and the agency is required to retain the completed form in its purchasing
documentation for audit purposes.

The purchasing agency should also document that an effort was made to obtain a lower price than the published
EPL price, since the volume purchased under an EPL Planned Purchase approval is higher than the typical EPL
amount. Each EPL has instructions relevant to negotiating volume discounts with vendors. EPL Planned Purchase
requests must be accompanied by a minimum of two vendor quotes for purchases up to $1,000,000 and three
quotes for purchases over $1,000,000. Additional instructions for submitting EPL Planned Purchase requests are
contained on the EPL Planned Purchase procurement form. EPL Planned Purchases with a lifecycle cost above
the Director Approval thresholds defined in Section 018-030 require ITS Board approval.

An agency's ITS planner will contact the agency concerning potential Planned Purchases during the review of the
agency's plan. To initiate an EPL Planned Purchase prior to being contacted, call Claude Johnson, ITS Strategic
Services Director, at 601-359-1395, contact the ITS Procurement Help Desk at601-576-HELP (601-576-4357), or
submit a Planned Purchase Procurement Request to ITS Procurement. Additional information and contact
information for agency planning is located on the ITS website.

Although the Planned Purchase Procedure was primarily established for state agencies who submit technology
plans to ITS annually, IHLs, community colleges, local governments, K-12 schools, and other government entities
who have shown due diligence in technology planning and who want to use the ITS EPLs above the default
spending thresholds may be elibile for planned purchases. These public entities may submit a request for a
planned purchase to ITS along with a copy of their current technology plan in the format required by their regulatory
agent and detailed information regarding the items to be purchased and the EPL quotations received. ITS will
review the plan information and the specific procurement details to see if a planned purchase is appropriate.

013-080 Procurement Types: EPL Planned Purchase 66



Procurement Handbook
015 ITS Procurement Limits Policies

Customer: Agency

Modifi

ed: 12/10/2007

015-010 Procurement Limits Policies: State Agencies

Procedures for the Acquisition of Information Technology Equipment, Software, and
Services by Procurement Type and Total Lifecycle Cost for

State Agencies

By law, all acquisitions of information technology must be approved by ITS. ITS has delegated this responsibility to agencies for
certain types of purchases and lifecycle cost limits. Please note that these thresholds are based upon total lifecycle costs
and thatthere are situations in which actual monies paid is not the sole determinant of the requirement for a
competitive procurement process. For purchases in which (1) the value of the goods and services exceeds bid limit, (2)
there is a competitive market, and (3) there is potential for vendor profit from the project, contracts must be awarded based on
an open and competitive process that allows the state to compare offerings to obtain the best product, service, and value,
regardless of monies paid directly to the vendor by the state entity. The competitive process ensures the state’s requirements
are well-defined, project contracts are negotiated to protect the state’s interest, and the vendor selected is the one with the most
advantageous combination of cost and services.

The table below defines the procedures and the required approvals for each category and project lifecycle cost range. For
current Director Approval thresholds, see Section 018-030.

Procurement
Type/Lifecycle Cost

$.01 - $5,000.00

$5,000.01 -
$25,000.00

Greater than $25,000,
up to Director
Approval Threshold

Above Director
Approval Threshold

Regular
Competitive
Procurement

Delegated to Agency
May purchase
without advertising or|
otherwise requesting
competitive bids

e Delegated to Agency

e May purchase
without
advertisement for
bids, provided at
least two competitive
written bids have
been obtained

® RequiresITS
approval: CP-1in
SAAS

Advertisement &
receipt of competitive
bids required by law
Submit Procurement
Requestto ITS2-5
months before
purchase

® Requires ITS Board
approval

Requires ITS
approval: CP-1 in
SAAS

Advertisement &
receipt of competitive
bids required by law
Submit Procurement
Requestto ITS 3-8
months before
purchase

Telecommunicatio
ns Systems and
Services

(See Acquisition of
Telecommunications
Services by State
Agencies for more
information)

No delegation.

ITS has conducted these
procurements on behalf
of the state and has
contracts in place that
must be used by
agencies for
telecommunications
systems and services
(voice and data). See ITS
Telecommunications
Contracts for State
Agencies for details.

No delegation.

ITS has conducted these
procurements on behalf
of the state and has
contracts in place that
must be used by
agencies for
telecommunications
systems and services
(voice and data). See ITS
Telecommunications
Contracts for State
Agencies for details.

No delegation.

ITS has conducted these
procurements on behalf
of the state and has
contracts in place that
must be used by
agencies for
telecommunications
systems and services
(voice and data). See ITS
Telecommunications
Contracts for State
Agencies for details.

No delegation.

ITS has conducted these
procurements on behalf
of the state and has
contracts in place that
must be used by
agencies for
telecommunications
systems and services
(voice and data). See ITS
Telecommunications
Contracts for State
Agencies for details.
Note: ITS contracts
have already received
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Agency acquisitions
of services from these
contracts do not
require additional
Board action.

Sole Source
Procurement

Delegated to Agency
May purchase
without advertising or|
otherwise requesting
competitive bids

® RequiresITS
approval: CP-1 in
SAAS

® Submit Sole Source
Request with vendor
and agency
documentation to ITS
3 - 5 weeks before

® Requires ITS
approval: CP-1in
SAAS

® Submit Sole Source
Request with vendor
and agency
documentation to ITS|
3 - 5 weeks before

® Requires ITS Board
approval

® Requires ITS
approval: CP-1 in
SAAS

e Submit Sole Source
Request with vendor
and agency

(Note: ITS cannot
exempt a sole source
procurement > $5,000)

® Advertisement &
receipt of competitive
bids required by law
(conducted by the
Agency after
exemption is
approved by ITS)

® Submit Exemption
Requestto ITS 2-4
weeks prior to
advertising the

purchase purchase documentation to ITS
2-4 months before
purchase
Exemption from Not applicable: e Not applicable: ® RequiresITS ® Requires ITS Board
ITS Already delegated to Already delegated to approval: CP-1in approval
agency agency SAAS ® RequiresITS

approval: CP-1 in
SAAS

e Advertisement &
receipt of competitive
bids required by law
(conducted by the
Agency after
exemption is
approved by ITS)

® Submit Exemption
Requestto ITS 4 -6

on specific EPL

on specific EPL

e Follow instructions
on specific EPL

procurement weeks prior to
advertising the
procurement
Express Products Delegated to Agency| e Delegated to Agency| e Delegated to Agency| ® Requires ITS Board
Lists (EPLS) Access EPL on ITS e Access EPLon ITS up to EPL limit approval
web site web site ® AccessEPLonITS ® RequiresITS
Follow instructions e Follow instructions web site approval: CP-1in

SAAS

e Submit Procurement
Requestto ITS 2-4
months before

® RequiresITS
approval: Letter from
ITS Executive
Director

® Requires that project
be in current IT Plan
submitted by agency
to ITS & equipment
/software needed
must appear on a
current EPL

® |TS planner contacts

purchase
EPL Planned Not applicable e Not applicable Purchase above EPL ® Requires ITS Board
Purchase limit: approval

® Requires approval
letter from ITS
Executive Director

® Requires that project
be in current IT Plan
submitted by agency
to ITS & equipment
/software needed
must appear on a
current EPL

® |TS planner contacts
agency concerning
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Planned Purchases
during review of
agency's plan. Call
your planner or
submit an EPL
Planned Purchase
Requestto ITS to
initiate a Planned
Purchase prior to
being contacted.

during review of
agency's plan. Call
your planner or
submit an EPL
Planned Purchase
Request to initiate a
Planned Purchase
prior to being
contacted (at least 2
weeks priorto ITS
Board Meeting).

Emergency
Procurement

e Not applicable

Inform ITS in writing,
using ITS'
Emergency
Purchase Form
signed by the agency|
executive, as soon ag
possible after the

Inform ITS in writing,
using ITS'
Emergency
Purchase Form
signed by the agency|
executive, as soon as|
possible after the

Inform ITS in writing,
using ITS'
Emergency
Purchase Form
signed by the agency|
executive, as soon as|
possible after the

Procurement
NOTE: Due to the
different vendor
business models for
E-Government
services and products,
the procurement
approach is not
governed by the total
expenditure but by the

approval: CP-1in
SAAS

e Advertisement &
receipt of competitive
bids required iftrue
market value of
services exceeds
$25,000,
regardless of
funds expended

approval: CP-1in
SAAS

Advertisement &
receipt of competitive
bids required iftrue
market value of
services exceeds
$25,000,
regardless of
funds expended

emergency emergency emergency
procurement procurement procurement
ITS loads a CP-1 ITS loads a CP-1
form to SAAS so the form to SAAS so the
vendor payment can vendor payment can
be processed. be processed.
ITS Board informed
of emergency
procurement and
surrounding
circumstances
E-Government ® RequiresITS Requires ITS Requires ITS Requires ITS Board

approval: CP-1 in
SAAS

Advertisement &
receipt of competitive
bids required by law
Submit Procurement
Requestto ITS2-5
months before
purchase

approval

Requires ITS
approval: CP-1 in
SAAS

Advertisement &
receipt of competitive
bids required by law
Submit Procurement
Requestto ITS 3-8
months before

true market value, | e Submit Procurement Submit Procurement purchase
as determined by the Requestto ITS 2+ Requestto ITS 2+

complexity and size of months before months before

the project. See purchase purchase

Section 001-020 of

this handbook for

additional information

on Electronic

Government

procurements.

015-010 Procurement Limits Policies: State Agencies 69



Procurement Handbook
015 ITS Procurement Limits Policies

Customer: IHL

Modified: 09/19/2008

015-020 Procurement Limits Policies: IHLs

Procedures for the Acquisition of Information Technology Equipment, Software, and

Services by Procurement Type and Total Lifecycle Cost for

Institutions of Higher Learning

By law, all acquisitions of information technology products or services by IHLs must be approved by ITS. ITS has delegated this
responsibility to the Chief Information Officers (ClOs) of the State's Institutions of Higher Learning for certain types of purchases
and lifecycle cost limits. Please note that these thresholds are based upon total lifecycle costs and thatthere are
situations in which actual monies paid is not the sole determinant of the requirement for a competitive
procurement process. For purchases in which (1) the value of the goods and services exceeds bid limit, (2) there is a
competitive market, and (3) there is potential for vendor profit from the project, contracts must be awarded based on an open
and competitive process that allows the state to compare offerings to obtain the best product, service, and value, regardless of
monies paid directly to the vendor by the state entity. The competitive process ensures the state’s requirements are
well-defined, project contracts are negotiated to protect the state’s interest, and the vendor selected is the one with the most
advantageous combination of cost and services.

The only statutory exception to the requirement for ITS approval is for acquisitions of computer equipment and services made by
IHLs wholly with federal funds. These acquisitions do NOT fall within ITS' purview.

The table below defines the procedures and the required approvals for each category and project lifecycle cost range. For
current Director Approval thresholds, see Section 018-030. Please note that all Procurement Requests submitted to ITS must
be signed by the Institution's CIO or that person's designee.

requesting
competitive bids

bids, provided at
least two
competitive written
bids have been
obtained

required by law

required by law
Submit
Procurement
Requestto ITS 2 -
5 months before
purchase

Procurement $.01 - $5,000.00 [$5,000.01 - $25,000.01 - > $250,000 but |Above Director

Typel/Lifecycle $25,000.00 $250,000.00 below Director Approval

Cost Approval Threshold

Threshold

Regular e Delegated to e Delegated to e Delegated to e Requires ITS e Requires ITS

Competitive Institution's CIO Institution's CIO Institution's CIO approval: CP-1 Board approval

Procurement ® May purchase e May purchase e Advertisement & [ Advertisement & and CP-1
without advertising| without receipt of receipt of o Advertisement &
or otherwise advertisement for competitive bids competitive bids receipt of

competitive bids
required by law

e Submit
Procurement
Requestto ITS 3 -
8 months before
purchase

Telecommunicati
ons Systems and
Services

(See Acquisition of
Telecommunication
s Services by IHLs
for more
information)

No delegation.
ITS has conducted
these procurements
on behalf of the state
and has contracts in
place that can be
used by IHLs for
telecommunications
systems and

services (voice and

No delegation.
ITS has conducted
these procurements
on behalf of the state
and has contracts in
place that can be
used by IHLs for
telecommunications
systems and

services (voice and
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No delegation.
ITS has conducted
these procurements
on behalf of the state
and has contracts in
place that can be
used by IHLs for
telecommunications
systems and

services (voice and

No delegation.
ITS has conducted
these procurements
on behalf of the state
and has contracts in
place that can be
used by IHLs for
telecommunications
systems and services|

No delegation.
ITS has conducted
these procurements
on behalf of the state
and has contracts in
place that can be
used by IHLs for
telecommunications
systems and

(voice and data).

services (voice and
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data). See ITS
Telecommunication
s Contracts for IHLs
for details.

To acquire these
services other than
via an ITS contract,
submit an
exemption request
to ITS prior to
acquiring the
service.

data). See ITS
Telecommunication
s Contracts for IHLs
for details.

To acquire these
services other than
via an ITS contract,
submit an
exemption request
to ITS prior to
acquiring the
service.

data). See ITS
Telecommunication
s Contracts for IHLs
for details.

To acquire these
services other than
via an ITS contract,
submit an
exemption request
to ITS prior to
advertising for the
service.

See ITS
Telecommunications
Contracts for IHLs for
details.

To acquire these
services other than
via an ITS contract,
submit an exemption
request to ITS prior
to advertising for the
service.

data). See ITS
Telecommunication
s Contracts for IHLs
for details.

Note: ITS
contracts have
already received
Board approval.
IHL acquisitions
of services from
these contracts
do not require
additional Board
action.
Exemptions to
acquire these
services other
than via ITS
contracts require
Board approval.
Submit an
exemption
requestto ITS 6 -
8 weeks prior to
advertising for
the service.

Sole Source
Procurement

e Delegated to
Institution's CIO
May purchase
without advertising
or otherwise
requesting
competitive bids

e Sole Source
Certification
Delegated to
Institution's CIO

® Sole Source
Certification
Delegated to
Institution's CIO

Requires ITS
approval: CP-1
Submit Sole
Source Request
with vendor and
institution
documentation to
ITS 3 -5 weeks
before purchase

e Requires ITS
Board approval
and CP-1

Submit Sole
Source Request
with vendor and
institution
documentation to
ITS 2-4 months
before purchase

Exemption from
ITS

e Not applicable:
Already Delegated

to Institution's CIO

e Not applicable:
Already Delegated
to Institution's CIO

o Not applicable:
Already Delegated
to Institution's CIO

Requires ITS
approval: CP-1
Advertisement &
receipt of
competitive bids
required by law
(conducted by the
Institution after the
exemption is
approved)

Submit Exemption
Requestto ITS 2-4
weeks prior to
advertising the
procurement
(Note: ITS cannot
exempt a sole

e Requires ITS
Board approval
and CP-1
Requires ITS
approval
Advertisement &
receipt of
competitive bids
required by law
(conducted by the
Institution after the
exemption is
approved)

Submit Exemption
Requestto ITS 4 -
6 weeks prior to
advertising the
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source procurement
procurement >
$250,000)

Express Products | Delegated to e Delegated to e Delegated to ® Delegated to ® Requires ITS
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Lists (EPLS)

Institution's CIO

e Access EPLoONITS
web site

e Follow instructions
on specific EPL

Institution's CIO

e Access EPLONITS
web site

e Follow instructions
on specific EPL

Institution's CIO up
to EPL limit

® Access EPLonITS
web site

e Follow instructions
on specific EPL

Institution's CIO up
to EPL limit

e Access EPLoONITS
web site

e Follow instructions
on specific EPL

Board approval
and CP-1

o Submit
Procurement
Requestto ITS 2-4
months before
purchase

Purchase Form
signed by the
Institution's
president or
designee, and by
Institution's CIO, as
soon as possible

Purchase Form
signed by the
Institution's
president or
designee, and by
Institution's CIO, as
soon as possible

Planned e Not applicable e Not applicable Purchase above EPLle Requires ITS e Requires ITS
Purchases limit: approval: Letter from [Board approval
e Requires ITS ITS Executive ® Requires approval
approval: Letter from |Director letter from ITS
ITS Executive e Requires Executive Director
Director submitting IT Plan to e Requires
® Requires ITS for review; submitting IT Plan to
submitting IT Plan to [equipment/software (ITS for review;
ITS for review; needed must appearjequipment /software
equipment /software [on a current EPL needed must appear
needed must appear$ ITS planners and |on a current EPL
on a current EPL procurement ¢ ITS planners and
® ITS planners and |analysts assess the |procurement
procurement plan and the analysts assess the
analysts assess the |procurement requestplan and the
plan and the e See EPL Planned |procurement request
procurement requesiPurchase for further o See EPL Planned
® See EPL Planned [details. Purchase for further
Purchase for further details.
details.
Emergency e Not applicable e Inform ITS in o Inform ITS in e Inform ITS in o Inform ITS in
Procurement writing, using ITS' | writing, using ITS' | writing, using ITS' | writing, using ITS'
Emergency Emergency Emergency Emergency

Purchase Form
signed by the
Institution's
president or
designee, and by
Institution's CIO, as
soon as possible

Purchase Form
signed by the
Institution's
president or
designee, and by
Institution's CIO, as
soon as possible

services and
products, the
procurement
approach is not
governed by the total

market value of
services exceeds
$25,000,
regardless of

funds expended

market value of
services exceeds
$25,000,
regardless of

funds expended
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after the after the after the after the
emergency emergency emergency emergency
procurement procurement procurement procurement
° ITS Board
informed of
emergency
procurement and
surrounding
circumstances
E-Government e Delegated to e Delegated to e Delegated to ® Requires ITS ® Requires ITS
Procurement Institution's CIO Institution's CIO Institution's CIO approval: CP-1 Board approval
NOTE: Duetothe o Advertisement& o Advertisement& o Advertisement& ® Advertisement & and CP-1
different vendor receipt of receipt of receipt of receipt of e Advertisement &
business models for| competitive bids competitive bids competitive bids competitive bids receipt of
E-Government required iftrue required iftrue required required by law competitive bids

Submit
Procurement
Requestto ITS 2 -
5 months before

required by law
Submit
Procurement
Requestto ITS 3 -

purchase

8 months before
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expenditure but by
the true market
value, as
determined by the
complexity and size
of the project. See
Section 001-020 of
this handbook for
additional
information on
Electronic
Government
procurements.

purchase
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018 Awards and Contracts

018-010 Proposal Evaluation Process

Each Request for Proposals (RFP) and Letter of Configuration (LOC) issued by ITS contains a summary-level
description of the criteria and process that will be used in the evaluation of submitted proposals to determine the
winning proposal. The details of the evaluation process and scoring methodology for each RFP are developed
prior to the receipt of proposals, and the summary scoring methodology is posted on the ITS website when
proposals are received. The LOC evaluation process and scoring methodology are documented to the project file
prior to receipt of proposals and posted on the LOC database for access by General RFP vendors.

While the evaluation process used for a specific Request for Proposals (RFP) or Letter of Configuration (LOC) will
be customized to fit the particular procurement, ITS generally applies the evaluation practices outlined below for
proposal evaluation. Steps may be combined, added, or eliminated at the sole discretion of the State based on
attributes of the specific procurement project. Once the evaluation process has been defined for a given RFP or
LOC, each proposal received is evaluated in a consistent and defensible manner according to that evaluation
process.

The intent of the evaluation process is to establish a ranking of proposals based on the requirements of the RFP or
LOC. See 018-020 Proposal Evaluation Criteria and Scoring Formula for details on the numerical scoring of
proposals.

Proposal Evaluation Practices:

(1) The ITS Technology Consultant assigned to the procurement project leads the evaluation process and ensures
that the evaluation process and scoring methodology are consistently followed and documented.

(2) The ITS Technology Consultant has primary responsibility for validating each proposal to ensure that all
essential elements are present. e. g. number of copies, proposal bond, signatures. Such validation should occur
on the day the proposals are received. Vendors may, at the State's sole discretion, be allowed to remedy some
procedural deficiencies by immediate delivery of additional copies, valid bonds, or signed cover sheets within the
timeframe established by the State, typically within twenty-four hours or less of proposal opening. In no case,
however, will a vendor be allowed to submit additional price information that cannot be derived from the original
proposal, nor will unsolicited clarifications be accepted outside the process defined in the RFP or LOC. Proposals
that are non-responsive due to missing components or failure to follow critical instructions are eliminated from
further consideration. If costs are required to be submitted and sealed separately, proposals that include any cost
information in the unsealed portion of the technical proposal will be eliminated from further consideration.

(3) The ITS Technology Consultant, in conjunction with the customer, names an evaluation team prior to the receipt
of proposals. Members of the evaluation team may be asked to participate in the scoring of entire proposals or in
the scoring of only portion(s) of proposals that correspond with the member's particular knowledge and expertise.
(4) If appropriate, the ITS Technology Consultant conducts an evaluation orientation session, explaining the
evaluation process and scoring methodology and distributing copies of the proposals to the team members.

(5) Proposal confidentiality statements are obtained from each team member before distribution of the proposals.
(6) Each evaluator individually reviews the proposals, or portions of proposals assigned, prior to the evaluation
scoring worksessions. Evaluators review, take notes, and prepare questions for discussion.

(7) The evaluation team may determine from their initial review that some proposals are non-responsive and will
not be included in the evaluation. Proposals may be deemed non-responsive if the vendor did not follow the
instructions in the RFP in preparing the proposal; if required information or critical components are omitted; if total
cost cannot be determined; if the proposal is clearly outside the scope of the RFP or LOC and/or proposes an
alternate approach unacceptable to the State; if the proposal offers only a partial solution to the State's
requirements; if the overall quality of the response is too poor to be evaluated with reasonable effort; or for other
significant shortfalls determined by the evaluation team. If a proposal is determined to be non-responsive, the
evaluation team documents the reasons the proposal is eliminated from consideration and does not proceed
further with the evaluation and scoring of the proposal.

(8) For RFPs for which the costs are not sealed, the ITS Technology Consultant and evaluation team may
determine that some of the proposals' costs are outside the project budget and/or out of the competitive range and
may decide not to include those proposals in the initial round of scoring.
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(9) For RFPs that contain Mandatory Provisions, as identified on the cover page and detailed in the Technical
Specifications section of the RFP, proposals that do not meet one or more of the Mandatory Provisions are subject
to immediate disqualification and elimination from further consideration, at the sole discretion of the State.

(10) The ITS Technology Consultant facilitates consensus scoring sessions for the technical components of each
proposal. During the technical evaluation, the evaluation team discusses each item to be scored and arrives at an
overall consensus score for the technical portion of the RFP. The ITS Technology Consultant records the scores
assigned by the team and documents specific ways in which any item exceeds or does not meet specifications.
Proposals may be scored based only on criteria and specifications outlined in the RFP or LOC.

(11) The ITS Technology Consultant, in conjunction with the evaluation team, determines the clarifications required
for each proposal and solicits these clarifications from the vendor(s) in writing. The information in

clarifications is then reviewed to determine whether the scoring is impacted by the additional information. All
written clarifications become part of the vendor's proposal.

(12) If references are to be checked, the ITS Technology Consultant, in conjunction with the evaluation team,
develops a reference questionnaire. References are checked by telephone or email. Records of each vendor
reference contacted are retained for the evaluation file.

(13) Scores from the consensus scoring sessions are tallied by the ITS Technology Consultant. The ITS
Technology Consultant reviews the consensus findings with the designated Quality Assurance (QA) Coordinator to
ensure the process was followed and scores were assigned consistently. If there is a required threshold ("gate"),
typically expressed as a minimum percent of the technical requirements that must be met or of the non-cost points
that must be obtained to proceed to vendor presentations and/or the cost evaluation phase, the proposals not
reaching that threshold are eliminated from further consideration.

(14) For proposals within the competitive range, the evaluation team reviews each proposal's exception summary
and determines which exceptions are acceptable to the State, which cannot be accepted, and which can be
negotiated after contract award. Proposals with a substantial number of material exceptions and/or with exceptions
that are not acceptable to the State may, at the sole discretion of the evaluation team, be eliminated from further
consideration at any point in the evaluation process.

(15) The ITS Technology Consultant, in conjunction with the customer and other scoring team members,
schedules vendor presentations, if required. If there is a possibility that vendor presentations will be required during
the evaluation process, this possibility will be stated in the underlying RFP or LOC. All vendors who have submitted
responsive proposals in the competitive range will be asked to schedule a presentation. Oral presentations are
typically recorded and become part of the vendors' proposals. Following all presentations, the evaluation team
reviews the scoring of each proposal to see if information from the presentation impacted the consensus score for
any item.

(16) The ITS Technology Consultant, with assistance as needed from the evaluation team, compiles the cost
information, ensuring that all applicable costs are included in the price evaluation of each proposal, verifying
guantities and calculations, and ensuring the cost proposal is consistent with the functional/technical proposal. The
evaluation team may request vendor clarifications on inconsistencies or on what is included or not included in a
particular cost item. No new pricing can be accepted after the proposal opening, except as defined in the
underlying RFP or LOC. Any proposal for which the cost cannot be precisely determined will be eliminated from
further consideration. See 018-020 Proposal Evaluation Criteria and Scoring Formula for details on cost
calculation and scoring formula.

(17) The evaluation team determines whether a Best and Final Offer (BAFO) will be requested. The State reserves
the right to request a BAFO on any procurement. The decision of whether to request a BAFO is solely the decision
of the State. If a BAFO is to be required from the vendors, the ITS Technology Consultant and the evaluation team
develop a written request that outlines the information to be provided and the deadline for submitting the BAFO.
This document is provided to all vendors who have submitted responsive proposals in the competitive range and
who could be reasonably expectant of award. BAFOs are evaluated in the same manner as the original proposals.
(18) The ITS Technology Consultant compiles and verifies all scores (technical and cost) and determines the
apparent winning proposal. After this information has been verified by the Technology Consultant's QA Coordinator,
it is sent to the evaluation team for verification.

(19) Once the scoring has been reviewed and accepted by the evaluation team, the ITS Technology Consultant
formally requests customer concurrence with the award recommendation, posts a notification of the award to the
ITS website, and emails participating vendors a notice of intent to award pending ITS Board approval and/or
successful contract negotiations.

(20) Depending on the project cost, either the ITS Executive Director or the ITS Board must approve the award.
This approval is independent of any approvals required by the customer agency or other regulatory or oversight
entities. See 018-030 ITS Director Approval & ITS Board Approval of Procurements for additional information.
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(21) The ITS Technology Consultant, the Special Assistant Attorney General assigned to ITS, and designated
customer representatives begin contract negotiations with the awarded vendor. Should negotiations not be
successful within a reasonable amount of time, the State may discontinue negotiations and begin negotiations with

the vendor that provided the next most competitive proposal.
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018-020 Proposal Evaluation Criteria and Scoring Formula

Section 25-53-5 (0) of the Mississippi Code specifies that any contract for a technology acquisition be awarded to
the vendor submitting the "lowest and best" proposal. This requirement means the evaluation criteria and scoring
formula for evaluating vendor proposals include both quantitative and qualitative measures.

For each Request for Proposal (RFP) or Letter of Configuration (LOC) issued, ITS works with the customer
agencylinstitution to develop a scoring formula, based on 100 points, prior to receipt of proposals. For RFPs, the
categories to be used as evaluation criteria and the number of points allocated to each category and item are
finalized and time-stamped prior to the proposal opening and posted on the ITS Internet site at the time of the
proposal opening.

The initial determination in any scoring formula is the division of the 100 points between cost and non-cost
components. Cost identifies the "lowest" proposal, but many other components applicable to determining the
quality of the proposal are also considered in determining which proposal is both "lowest and best." The number of
points allocated to cost is typically between 25 and 90 (i.e. 25% to 90% of the basis for determining the winning
proposal). The cost points assigned for a particular procurement depend upon the nature of the products or
services being acquired. This allocation is a business decision made by ITS and the customer agency or institution.

For a small number of Letters of Configuration or Invitations to Bid, the specifications consist of a list of specific
hardware or software components and cost is the only determinant. A cost-only evaluation methodology is the
exception for procurements under the purview of ITS. The higher the service component, the larger and more
complex the project, and the greater the risk to the State, the higher the percentage of points allocated to the
non-cost portion of the scoring formula.

Examples of factors other than cost that are considered for inclusion in the scoring formula are:
(1) Quality and responsiveness of the proposal;

(2) Technical merit of the proposed solution;

(3) References;

(4) Company information;

(5) Quality of the project plan; and

(6) Qualifications of proposed staff.

Once the relevant non-cost evaluation criteria for the given RFP or LOC are selected, each criterion is assigned a
weight. For some procurements, the evaluation criteria are applied in steps. In these evaluations, each step may
designate a threshold or pass/fail criteria that must be met for the proposal to be considered further.

In some procurements, up to five "value add" points are available for features of significant value to the state that are
over-and-above the requirements of the RFP or LOC and are offered at no additional cost to the State. The scoring
criteria for developed for each procurement will specify whether value-add points are available and how they will be
assigned. Value-add points are in addition to the 100 base points.

Other procurements have optional evaluation steps, such as an onsite interview or oral presentation, built in as
contingencies. These steps are exercised or bypassed at the state's sole discretion, based on an assessment by
the evaluation team as to whether the extra information is needed for an adequate evaluation and determination of
the award.

Scoring of the non-cost components in the evaluation criteria is always somewhat more subjective than the
guantitative scoring of proposal cost information. Each valid proposal is evaluated against the requirements of the
RFP. Proposals are not compared with each other. Unless otherwise justified by the nature of the project, ITS uses
a consensus scoring approach to assign points to non-cost criteria. See 018-010 Proposal Evaluation Process for a
description of consensus scoring.
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Cost scores are computed using lifecycle costs (See 005-400 Terms: Lifecycle cost). The cost score is computed
as a ratio of the difference between a given proposal's lifecycle cost and the lifecycle cost of the lowest valid
proposal. The following cost scoring formula is used for every proposal evaluation:

Points awarded for cost = (1-((B-A)/A))*n
Where:
A= Total lifecycle cost of lowest valid proposal
B = Total lifecycle cost of proposal being scored
n = number of points allocated to cost for this procurement

In simpler terms, lowest price gets a perfect score. A proposal that is 20% more expensive than the lowest priced
offering gets 20% fewer points.

When the above formula would result in a negative cost score (i.e. the lifecycle cost of the
proposal being scored is more than twice that of the lowest valid proposal), the cost score is set

to zero, rather than deducting points from the vendor's score.
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018-030 ITS Director Approval & ITS Board Approval of Procurements

Mississippi Code Annotated, Section 25-53-5 (k), requires that contracts for information technology purchases be
approved by the ITS Board. The Board is authorized to delegate this approval to the ITS Executive Director for projects
costing less than a specified amount.

The ITS Board is charged in state statute with the responsibility for maximizing the use and benefit of information
technology by the agencies, boards, commissions, and institutions of the state. To address this directive, the ITS Board,
during state fiscal year 2004, outlined a plan to redirect its focus to place more attention on strategic technology initiatives
and to be more involved in the planning stages of mission-critical projects. The ITS Board expressed its intent to
increase its ability to impact the responsible use of scarce technology dollars for more effective solutions that leverage
state infrastructure investments and promote technical compatibility and coordination among agencies and institutions.

As an important component of this redirection of its role, the ITS Board revised the content and format of board meetings.
As the Board shifted its focus from the approval of contract awards at the end of a procurement process to the review,
analysis, and approval of strategic technology initiatives, the Board set new thresholds for approval of procurement
projects by the ITS Executive Director. With fewer procurement project presentations, the Board will have time to work
with ITS and ITS customers on strategic planning, best practices, and leveraging the state’s investment in enterprise
technology resources.

Due to the importance the Board places on technology planning, the new Director Approval thresholds do not apply to
agencies without approved technology plans.

ITS Board Approval and Reporting Requirements/ Director Approval Thresholds
Effective July 2004

Board Approval Requirements for Agencies Director Approval Thresholds:
with approved IT plans and for IHLs

Procurement Category Board Approval Required if Total Project Lifecycle
Cost is Greater Than:
Default $1,000,000*
Manufacturer Maintenance No limit: Board approval not required
Bureau of Buildings Projects No limit: Board approval not required
Consulting Services: $500,000*

Includes all projects that include either ‘body
shop' or deliverable-based technology consulting,
other than incidental services provided in
conjunction with another acquisition.

Projects identified by Board, ITS Board input and/or approval required
Director, ITS staff, and/or customer
agency staff for special consideration:
These projects will be identified through the ITS
Board Focus Group’s IT plan review process,
agency presentations, the procurement process,
and other interactions between ITS and the
customer agencies. The ITS Board Focus
Group will determine focus areas based on
Enterprise Architecture initiatives, analysis of
agency IT plans, and continued assessment of
emerging technologies and opportunities for
interoperability and leveraging state IT
infrastructure investments.
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Board Approval Requirements: for Agencies
without approved IT plans

Default $250,000
Board Reporting Requirements
Consulting Services Semi annually:

Total consulting services approved, by agency, with list of
individual CP-1s
Annually:

IT PINS by agency: filled and vacant, with salaries

IT PINS by position across all state agencies

*Note: The ITS Executive Director only approves state agency projects with a lifecycle cost above $250,000 if those
projects are in the current technology plan on file with ITS. Approvals by the ITS Executive Director of projects costing
more than $250,000 are designated "Director Approved Planned Purchases." The CP-1 Acquisition Approval documents
for these procurements contain the project number from the agency's IT plan and have special language documenting
that the acquisition was authorized under the Director Approval Planned Purchases Procedure.

The total project lifecycle cost is used to determine whether a contract can be approved by the ITS Executive Director
(‘Director Approval’) or must be submitted to the ITS Board for approval (see definition of lifecycle costs, 005 Glossary of
Terms).

Because there are many types of projects and associated payment models and because contracts are frequently
modified over the life of a project, the table below has been developed to describe situations in which ITS Board approval
would be required. The table is not exhaustive. A customer who is uncertain whether ITS Board approval is required for
a specific procurement is encouraged to discuss the procurement details with the ITS Technology Consultant assigned to
the project after the request has been submitted.

Type Contract: Board Approval Required if:

(1) Initial: Single Phase The total initial and ongoing costs (maintenance,
support, annual license fees, etc.) to be paid to
vendor(s) for the projected lifecycle of the technology
exceed the Director Approval threshold.

(2) Initial: Multi-Phase The total cost of the initial phase is less than the Director
Approval threshold, but the RFP/LOC included an option
for the contract to continue for subsequent phases at the
State’s discretion, with the vendor providing a cost
proposal for the next phase as a deliverable in Phase I;
the total cost of the initial phase and subsequent phases
can reasonably be expected to exceed the Director
Approval threshold

(3) Modification / continuation: Amendment or change a. Costincrease for the amendment or change order is
order to ongoing project above the Director Approval threshold; or

b. Costincrease for the amendment or change order is
less than the Director Approval threshold, but the new
project total is above the Director Approval threshold,
and there has been no previous Board approval for the
project; or

c. Costincrease for the amendment or change order is
less than the Director Approval threshold; the project
was approved by the Board; the sum of changes since
the last Board approval exceeds the Director Approval
threshold;
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019-010 ITS Public Records Procedures

(In Compliance with the Mississippi Public Records Act of 1983, Mississippi Code Section 25-61)
ITS Public Records

Proposals, books, records, papers, or other documentary materials, regardless of physical form or characteristics, in
use, prepared, possessed or retained by ITS for use in the conduct of its business are public records under Mississippi
law and are subject to disclosure to any person making a request thereof, according to the procedures documented
below.

Submission of Requests

All requests for information under the Public Records Act must be submitted in writing to:
Executive Director

Department of Information Technology Services

301 North Lamar Street; Suite 508

Jackson, MS 39201-1405

RE: PUBLIC RECORDS REQUEST

Please Note: No verbal or telephone requests can be accepted for either standard documents or
special requests. Because payment must be submitted with the request, no email requests can be

accepted.

For documents listed on the attached Schedule of Fees under "Standard Documents,” each request must be
accompanied by payment in the amount specified on the payment schedule.

For any special request (i.e. any request for information not included in the list of Standard Documents), the request
must be accompanied by payment in the amount of $60 to cover the first hour of staff time involved in evaluation and
research of the request. This payment is non-refundable and is applied toward the total actual cost of filling the public
records request.

Requests not accompanied by payment in the amount specified for Standard Documents or in the amount of $60 for
special requests will be closed within ten (10) Working Days of the date of notification to the requestor, if payment is
not received. "Working Days" as used herein means Monday through Friday but excludes State recognized holidays
mandated by Mississippi Code Annotated, Section 3-3-7 (1972), other holidays identified in holiday proclamations
published or distributed by the Mississippi Secretary of State, and any other day the offices of state agencies are
officially closed for business.

Timetable for Processing

Upon receipt of a written request accompanied by the appropriate initial payment as described above, ITS will provide
the requested Standard Document within seven (7) Working Days, or, for special requests, will furnish the requestor
within seven (7) Working Days a cost estimate and projected schedule for providing the information included in the
request. When payment in the amount of the estimated remaining balance is received from the requestor, ITS will
provide the requested information.

ITS staff will make a good faith effort to provide the requested information within 14 Working Days. Note, however, that
if Third Party Information is requested, additional time will be required to notify the Third Party and to provide this party
the opportunity to protect any confidential information. ITS cannot accept payment for the balance of the request until
the deadline for obtaining a court order to block release of Third Party Information has passed. (See discussion of
Third Party Information below).
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Information on Proposal Results

All information and documents applicable to a request for proposals and awarded contracts, including proposals
received, will be available to any business or person via the submission of a public records request as outlined in this
policy. Proposal information will be handled as described below under Third Party Information.

Third Party Information

ITS receives certain information from Third Parties that may be confidential. In compliance with the Mississippi Public
Records Act 0f 1983 [Section 25-61-9(1), Mississippi Code Ann. 1972, as amended], trade secrets or confidential
commercial or financial information is not released until notice has been given to the party submitting the information.

When ITS receives a request to release Third Party Information, the owner of this information is notified of the name
and address of the party requesting the information and the nature of the information requested. The requestor also
receives a copy of this notification. The owner of the information is given ten (10) Working Days to obtain a court order
protecting the information as confidential.

If a court order is delivered to ITS by this deadline, ITS will notify the requestor that the information is protected and
cannot be furnished. If a court order is not obtained or if portions of the information are excluded from the court order,
ITS releases all information not protected to the requestor once the deadline has passed and payment for the
information has been received from the requestor.

Assessment of Costs to Requestor

Payment for information requested must be made in advance and must be sufficient to cover the actual costs for ITS
and/or the customer agency/institution to furnish the information. Such costs include, but are not limited to, staff time
to evaluate and research the request, to retrieve any relevant files, to organize the information, to notify any Third
Parties, to develop a cost estimate and schedule, to reproduce the material, and to deliver the information requested.

Payment must be in the form of a certified check, money order, or corporate check made payable to ITS for the
amount specified. No cash or personal checks can be accepted.

Should the actual cost of producing the requested information exceed the estimate provided, the requestor will be
notified of the additional amount due before ITS provides the information.

Requests for Standard Documents

In order to save time and expense to the requestor, ITS has established a list of standard documents and rates for
frequently requested information. The list of these documents and associated costs are in the Standard Documents
portion of the Schedule of Fees shown below. It is not necessary to send the $60 evaluation and research fee for
Standard Documents.

Special Requests

When a public records request is received for information not on the list of Standard Documents, ITS staff will evaluate
the request; research the project file and other sources to see what information is available and in what format the
information is stored; and estimate the effort that will be required to reproduce the information. This research may
require the retrieval of files that have been archived or the search of electronic records. ITS staff will then prepare a
schedule and estimated cost for the public records request, based upon the volume of the information, the format in
which the information is stored, and whether or not Third Party Information has been requested. The requestor must
provide a payment of $60 with the public records request to cover the first hour of staff time involved in researching the
request, retrieving files, and preparing the estimate. This payment is non-refundable if the requestor decides not to
proceed with the request after receiving the schedule and estimated cost.

Please note that the following types of public records requests tend to require additional research and staff time and
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can have significant cost associated with filling the request:

(1) Requests with Large and/or Nonspecific Scope:

The less defined and/or more inclusive the scope of the public records request, the more documents and files have to
be searched and evaluated by the ITS staff. For example, wording in requests asking for "all records, papers,
documents, messages, correspondence, notes, etc. related to this or similar projects" is extremely open-ended and
requires staff to interpret what time-frame, sources of information, and project files are reasonable to research and
evaluate. The wider the "net," the greater the effort required, and, thus, the greater the cost to the requestor.

(2) Postponing a Request:

Sometimes the requestor will submit a public records request and then not respond with payment during the
required time frame once the schedule and estimate are provided. If the requestor later decides to proceed with the
request, ITS staff must again locate the information and develop a new schedule and cost estimate. The requestor
must submit a new request with the $60 initial payment.

(3) Delays in Requesting Information:

Project files are archived off-site after a reasonable time period. Requests for information on projects for
which a contract has been signed for several months are typically more expensive to respond to than requests for
information on projects that have been recently awarded.

ITS reserves the right to use temporary personnel and services, the cost of which will be passed on to the requestor, if
sufficient in-house personnel are not available to respond to the request in a timely manner.

The charges for ITS to fulfill public records requests are based upon the following:

Schedule of Fees

Standard Documents:

Vendor information packet No Charge
Paper copy of an Express Products List $25
EPL Marketing Report $25
Paper copy of ITS master mailing list in mailing label No Charge

format: Includes IT directors, agency heads, and
purchasing agents of state agencies, universities, and
community colleges

Printed Copy of RFPs $25, plus actual cost of reproducing any oversized
diagrams or other special attachments
Copy of RFPs on CD in Microsoft Word 2000 format $25 for Word document; any oversized diagrams or

other special attachments will be reproduced on
paper or electronically at actual cost

Paper copy of a project contract (excluding $25

confidential exhibits)

Paper copy of Procurement Handbook $50
Special Requests and Variable Costs:

Evaluation & research payment (Due with the $60

submission of Public Records requests for special
requests and is applied toward the actual cost of filling
the Public Records request)

Fees for fulfilling Special Requests, based on the Quoted individually upon receipt of written request
expense categories below: and $60 evaluation and research payment (above).
In-house photocopies $0.20 per page (paper/copier fee)
CD (with .doc, xlIs, or .pdf files of requested $5.00 per CD (media fee)
information)
Postage, UPS, Federal Express* Actual cost
Staff time Actual staff time required to provide all services to

fulfill the Public Records request, including but not
limited to researching; providing notifications; and
compiling, copying, scanning, and delivering
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requested information, at staff members’ hourly rates
($60 - $75 per hour)

Computer processing Actual Cost
Temporary agency personnel* Actual Cost
Reproduction cost by outside print facility* Actual Cost

* ITS may request that payments for outside services be made by the requestor directly to the
company providing the services.

Acceptable Forms of Payment:

1. Corporate Check
2. Certified Check
3. Money Order

No cash or personal checks can be accepted.

Frequently requested information, including current Express Products Lists, current and recent
RFPs, the Procurement Handbook, and vendor information on how to do business with the State, is
available free of charge on the ITS website.
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019-020 ITS Protest Procedure and Policy

ITS Protest Procedure and Policy

A. Purpose of Policy - The policies and procedures set forth herein and issued by the Department of
Information Technology Services (hereinafter referred to as "ITS"), establish the guidelines relating to the filing,
hearing, decision and appeal of protests by any actual or prospective participant in the procurement process
who is aggrieved in connection with the solicitation or award of a contract.

B. Definitions - When used in reference to this policy:

1. "Attorney General" means the individual assigned by the Attorney General of the State of Mississippi to
provide legal assistance to ITS.

2. "Award of Contract" means

a. approval of the lowest and best proposal by the ITS Executive Director via
i. written notification to proposers on ITS letterhead or
ii. the execution of a CP-1 for the project, whichever of (i.) or (ii.) occurs first, OR

b. the ITS Board's approval of same during an open session of the Board.

c. ITS statute specifies whether (a) or (b) is applicable for a given project, depending on the total
life-cycle cost of the contract.

3. "Customer" means the procuring state agency, institution, or governmental entity.

4. "Disclosure of Information” means the inadvertent or intentional divulgement of information in a vendor's
proposal that is clearly marked "confidential" to any individual or group outside the proposal evaluation
team, comprised of ITS and Customer staff who participate directly or indirectly in the assessment and
scoring of the proposals.

5. "General RFP" means a Request for Proposal issued by ITS to be used in satisfying routine recurring
requests for acquisitions of information technology hardware, software, or services. Each proposal
received in response to a General RFP is subject to technical and financial evaluation on a project by
project basis, and awards may be made multiple times from each proposal. For procurements using a
General RFP with multiple configuration alternatives, a Letter of Configuration is sent to suppliers with valid
proposals to obtain the best system configuration and pricing.

6. "Interested Party’ means any party who has documented in writing to the Executive Director of ITS that
he/she has a sufficient personal interest in the subject matter of the protest. If the contract has been
awarded, as defined herein, the awarded vendor automatically becomes an Interested Party without
having to provide this written documentation.

7. "ITS Board" means the membership of the ITS Board as specified in Section 25-53-7 of the Mississippi
Code 0f1972.

8. 'Letter of Configuration" means a request to suppliers to provide a cost proposal for a specific configuration
of equipment, software, and/or services required by a Customer for a particular project. A Letter of
Configuration is sent to all suppliers who have a current valid proposal for the relevant General RFP and
who have proposed products and/or services that most closely match the requirements for the specific
project.
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10.

11.

12.

13.

14.

15.

"Official Release of the RFP" means the date the RFP was posted on the ITS Internet site,
"www.its.state.ms.us,"or the date the most recent clarification to the RFP was posted on the ITS Internet
site, whichever date is later.

"Post-Procurement Review" means a business meeting conducted by ITS staff at the request of any
participant in the procurement process to exchange information on the procurement process and on the
evaluation and scoring of the proposal submitted by the participant requesting the review.

"Proposal Solicitation" means the process of advertising/requesting and receiving vendors' proposals
submitted in response to an RFP or Letter of Configuration.

"Protestor" means any actual or prospective participant in the procurement process who is aggrieved in
connection with the technology procurement and who files a protest.

"Request for Proposal” or "RFP" means a formal invitation from the State, advertised according to State
Statute, asking suppliers to submit an offer as a solution to a problem or need that the State has identified.

"State" means ITS and/or the procuring state agency, institution, or governmental entity.

"Working Days" means Monday through Friday but excludes State-recognized holidays mandated by
Mississippi Code Annotated, Section 3-3-7 (1972), other holidays identified in holiday proclamations

published or distributed by the Mississippi Secretary of State, and any other day the offices of the state
agencies are officially closed for business.

C. Roles and Responsibilities During Protest

1.

Role of ITS

a. ITS'enabling legislation requires that ITS ensure that information technology procurements for state
government agencies and institutions follow all applicable state statutes. Therefore, ITS will provide as
much guidance in a protest situation as wanted and needed by the Customer. ITS has the
responsibility for all decisions related to procurement process and procedures, while all business
decisions related to the procurement are the sole responsibility of the Customer.

b. The specific responsibilities of ITS during the protest are listed below:

i. All correspondence related to the protest will be mailed or delivered by ITS under the signature of
either the ITS Executive Director or the chairperson of the ITS Board, whichever is appropriate. ITS
will work with the Customer on the content of any correspondence. ITS is responsible for ensuring
that all parties to the protest receive copies of any correspondence.

ii. ITS will maintain the official protest file, including copies of all documents related to the protest.

iii. ITS will work with all parties to schedule any protest conferences or meetings, including
distributing official notification of all such conferences or meetings.

iv. ITS will hire independent legal counsel at ITS' expense if ITS deems such independent counsel
necessary and advisable in a given protest situation.

v. ITS will administer, research, and respond to any public records requests received in conjunction
with a protest, working with the Customer to locate and organize pertinent information. The
individual or company making the public records request is responsible for any costs incurred in
filling the request.

vi. ITS will provide the official record of any conference related to the protest. This record may be
either an audio tape, with or without transcription, or a court reporter's record, at the discretion of
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ITS. ITS will pay any expense incurred to produce this official record in the format selected by ITS.

vii. Any time required from the ITS Executive Director, other ITS Directors, and/or ITS legal counsel in
conjunction with a protest will be provided at no cost to the Customer. The participation of other
ITS staff members in the protest, including the Technology Consultant(s) serving as project
manager, will be billed to the Customer at the staff member's hourly billing rate.

2. Role of the Customer

a.

The Customer will work with ITS to research and organize any project information required for the
protest or any associated public records request(s).

The Customer can hire independent legal counsel at the Customer's expense if the Customer deems
such independent counsel necessary and advisable in a given protest situation.

The Customer is responsible for all costs incurred by the State during the protest other than the ITS
internal costs outlined in Section 3a. above.

The Customer is responsible for all business decisions associated with the protest and with the
underlying procurement.

3. Role of the Protestor

a.

The Protestor is responsible for responding promptly to any requests for information made by ITS
related to the protest.

The Protestor is responsible for filing all applicable bonds.

The Protestor is responsible for working with ITS to schedule any conferences and/or meetings related
to the protest in a timely manner.

The Protestor is responsible for adhering to the schedules identified in this policy.
If the Protestor needs or requires any record of a protest-related conference other than the official

record produced at ITS' expense, the Protestor is responsible for producing that record at the
Protestor's expense.

4. Role of the Interested Party

a.

The Interested Party is responsible for responding promptly to any requests for information made by
ITS related to the protest.

If the Interested Party needs or requires any record of a protest-related conference other than the
official record produced at ITS' expense, the Interested Party is responsible for producing that record
at the Interested Party's expense.

D. Right to Protest - Any actual or prospective participant in the procurement process who is aggrieved in
connection with the solicitation or Award of a Contract and has posted the applicable protest bond as defined in
Section 5, and who has, if the protest is of an Award of Contract, participated in a Post-Procurement Review
with ITS staff, may file a protest.

E. Protest Bond

1. As acondition precedent to filing a protest, the Protestor must provide a Protest Bond as herein described.
The Protestor shall procure, submit to the State with its written protest, and maintain in effect at all times
during the course of this protest or appeal thereof, a Protest Bond in the amount specified in the underlying
RFP or Letter of Configuration, or in the default amount specified by the ITS Board when no such amount is
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specified in the RFP or Letter of Configuration. The default bond amount established by the ITS Board is
$250,000 or the estimated total project cost, whichever is less. The estimated total project cost shall be
determined by the state.

2. The bond shall be accompanied by a duly authenticated or certified document evidencing that the person
executing the bond is a licensed Mississippi agent for the bonding company. This certified document shall
identify the name and address of the person or entity holding the Protest Bond, and shall identify a contact
person to be notified in the event the state is required to take action against the bond. The Protest Bond
shall not be released to the Protestor until the protest is finally resolved and the time for appealing said
protest has expired.

3. The Protest Bond shall be procured at the Protestor's expense and be payable to the State of Mississippi.
Prior to approval of the Protest Bond, the State reserves the right to review the bond and require the
Protestor to substitute an acceptable bond in such form as the State may reasonably require. The
premiums on such bond shall be paid by the Protestor.

4. The bond shall bind the surety to all of the terms and conditions of this protest policy. The State may claim
against the Protest Bond as specified in Section 25-53-5 (n) of the Mississippi Code Annotated, as
amended, in addition to all other rights and remedies the State may have at law or in equity.

F. Subject of Protest

1. Protestors may file a protest during the following phases or events of the procurement process:
Specification preparation;

Proposal Solicitation;

Disclosure of Information marked as confidential in the proposal;

Award of Contract; or

Execution of the contract.

LI

2. Grounds for protest are limited to specific criteria. Only protests based upon the following criteria shall be
considered:
a. Errors were made in computing scores upon which an award was based;
b. State failed to follow procedures established in the RFP or Letter of Configuration, ITS procurement

policy and procedures, or ITS governing law;

C. Bias, discrimination, or conflict of interest exists on the part of an evaluator;

Specifications were unduly restrictive and failed to promote fair and open competition; or

€. Scope and intent of the project as specified in the executed contract differ materially from the scope
and intent of the RFP or Letter of Configuration.

e

3. Disallowed Issues: Protests not based on the above criteria shall not be considered. Protests not based on
procedural matters will not be considered. Protests will be rejected as without merit if they attack such
issues as:

a. An evaluator's professional judgment on the quality of a response; or
b. The Customer's assessment of their agency's own needs or requirements.

G. Authority to Resolve Protests:
1. The Executive Director of ITS or his/her designee shall have the authority to settle and resolve a protest.
H. Filing of Protest

1. Time for Filing: Protests shall be made in writing and submitted in an envelope labeled "Protest" to the
Executive Director of ITS according to the schedule outlined below:

a. Specification preparation:
i. within five (5) working days after the date of the Official Release of the RFP; or
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ii. within two (2) Working Days before the Letter of Configuration response is due.

b. Proposal Solicitation: within five (5) Working Days after the Protestor knows or should have known of
the failure to follow procedure, but in no event later than ten (10) Working Days after the Award of
Contract.

c. Disclosure of Information: within five (5) Working Days after the Protestor knows or should have known
of the Disclosure of Information, but in no event later than five (5) Working Days after the execution of
the contract.

d. Award of Contract: within five (5) Working Days after the Award of Contract or within five (5) Working
Days after the Post-Procurement Review, whichever occurs last, but in no event later than ten (10)
Working Days after the Award of Contract.

e. Execution of contract: within five (5) Working Days of the execution of the contract by the last signatory.

f. If a protestis not filed within the time limits set forth herein, it will be considered waived. A protest is
deemed filed when it is received by the Executive Director of ITS and contains the items detailed in
Section | below, including but not limited to a Protest Bond in the correct amount, as described in
Section E above.

2. Limitations on Time for Filing: No protest will be entertained if filed more than five (5) Working Days after
the execution of the contract by the last signatory.

I. Content of Protest: The written protest shall contain the following:

1. the name, mailing address, telephone number, and fax number of the Protestor;

2. appropriate identification of the procurement or contract protested;

3. astatement, in sufficient detail, of the facts upon which the protest is based, including the effective date of
any alleged grievable action, and why such action is believed to be in error and any actions taken prior to
the protest in an attempt to resolve the grievance;

4. supporting exhibits, evidence or documents to substantiate any claims. If such exhibits, evidence, or
documents are not available within the filing time, Protestor should provide the expected date the
information will be available. In no case will delay in the delivery of supporting documents be justification
for extending the time for filing the protest;

a statement of the relief requested; and
6. the Protest Bond and accompanying certification, as described in Section E above.

o

e A protest that is incomplete, or not submitted within the prescribed time limits as described in Section H
above, will be summarily dismissed.

e All correspondence related to a protest should be addressed to the ITS Executive Director. The outside of
the envelope should be clearly marked "Protest" and should contain the name and RFP number or Letter
of Configuration subject for the procurement that is the object of the protest.

J.  Notification - Upon receipt of a written protest, the Executive Director of ITS shall submit a copy of the protest
to the Attorney General, to the Customer involved in the procurement under protest, and to all other Interested
Parties. The same parties will also receive copies of any other written documents generated during the protest
proceedings without the requirement of a public records request being submitted.

K. Stay of Procurements - Inthe event of a timely protest, the State shall not proceed further with the proposal
solicitation or Award of the Contract until the resolution of the protest, unless the Executive Director of ITS, after
conferring with the director of the procuring state agency, institution, or governmental entity, makes a written
determination that in order to protect the substantial interests of the State, it is necessary to go forward with the
proposal solicitation or Award of the Contract.

L. Additional Information -- Time for Filing - Any additional information requested from the Protestor or

019-020 ITS Protest Procedure and Policy 89



Interested Parties by the Executive Director of ITS should be submitted within the reasonable time period
established by the Executive Director in order to expedite consideration of the protest. Failure of any party to
comply expeditiously with a request for information by the Executive Director of ITS may result in the protest
being resolved without the additional information being considered.

M. Initial Review of Protest

1. When a protest is filed, the Executive Director of ITS shall perform a review of the protest. The review shall
be based on the written protest material submitted by the Protestor and all other facts known to the
Executive Director. The Executive Director shall determine as a result of the initial review if sufficient
information has been submitted to render a decision. The Executive Director may either render a decision
at that time based on the information in his/her possession or schedule a protest conference as specified
in Section N below.

2. ITS may refuse to hear or consider, or may cease to consider, a protest on the grounds that the protest is
trivial, frivolous, vexatious, or not made in good faith.

N. Scheduling of Protest Conference - When the Executive Director of ITS determines that a protest
conference is required to acquire sufficient information to render a decision, the Executive Director shall
mutually with the Protestor schedule a date, time, and place for the protest conference and send a notice of
same via personal delivery or by certified United States Mail, postage prepaid, return receipt requested, to the
Protestor, the Customer, and any Interested Party.

0. Rescheduling of Protest Conference - Continuances requested by any party to the protest shall be
granted within the discretion of the Executive Director of ITS only for good cause shown.

P. Failure to Appear at Protest Conference - If a Protestor, without good cause, fails to appear at the protest
conference, such failure will be deemed a withdrawal of the protest and the Executive Director shall dismiss
the protest and such dismissal shall be final and conclusive.

Q. Conduct of Protest Conference

1. The protest conference is a business meeting during which time the issues relevant to the specific
procurement being protested are presented. ITS expects the issues to be presented from a business
perspective by the protesting vendor's account representative directly overseeing this project. ITS will not
allow the protest conference to evolve into an adversarial proceeding.

2. So asto encourage the amicable resolution of a protest, the protest conference is informal and no
witnesses are examined. However, if there is anyone that a party believes could provide pertinent input, the
party may have that person present to be interviewed, at the discretion of the ITS Executive Director, at the
conclusion of the conference and before a decision is made.

3. The Protestor has the burden of proving that the protest merits the relief requested.

4. The Executive Director of ITS shall have the authority to maintain the decorum of the conference and shall
take reasonable steps to do so when necessary, including clearing the conference room of any person
who is disruptive.

R. Decision of ITS Executive Director

1. The Executive Director of ITS shall, within a reasonable time, prepare a written decision. The final
determination shall either:
a. Find the protest lacking in merit and uphold the State's action; or
b. Find only technical or harmless errors in the State's acquisition process, determine the State to be in
substantial compliance, and reject the protest; or
€. Find meritin the protest and provide options which may include:
i. Correct errors and re-evaluate all proposals; or
ii. Reissue the RFP or Letter of Configuration; or
iii. Make other findings and determine other courses of action as appropriate.
d. Findthatitis in the best interest of the State to reissue the RFP or Letter of Configuration, with no
determination of fault or error.
2. A copy of such decision shall be sent by personal delivery or by certified United States Mail, postage
prepaid, return receipt requested, to the Protestor; any Interested Party, and the executive head of the
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procuring state agency, institution, or governmental entity. The decision of the Executive Director of ITS
shall be final and conclusive unless fraudulent or unless a timely request for a review by the ITS Board is
filed.

S. Effect of Judicial Proceedings - ITS shall refuse to decide a protest if an action concerning the protest has
been filed in court.

T. Review by the ITS Board
1. Rightto Review - Any Protestor, Interested Party, or Customer aggrieved by the final decision of the
Executive Director of ITS, may file a written request for review by the ITS Board.
2. Time for Filing

a.

Requests for review by the ITS Board shall be filed with the Board with copies of same being sent to
the Executive Director of ITS, the Customer, and any Interested Party, by personal delivery or by
certified United States Mail, postage prepaid, return receipt requested, within three (3) calendar days
after receipt of the decision by the Executive Director of ITS.

If a request for review by the ITS Board is not filed within the specified time limit, it will be considered
waived and the decision of the Executive Director of ITS shall be final and conclusive.

3. Content of Review Request - The written request for review by the ITS Board shall contain, at minimum, the

following:

a. the name and mailing address of the person filing the request for review;

b. acopy of the written protest originally filed;

C. copies of all documents which have been produced thus far in the protest proceeding;

d. copy of the decision of the Executive Director of ITS;

€. astatement, in sufficient detail, of the facts relied upon to substantiate a claim that the decision of the

f.
g.

Executive Director of ITS is in error;
a statement of the relief requested; and
the Protest Bond and accompanying certification, as described in Section E above.

4. |Initial Review by ITS Board - When a Request for Review is filed, the ITS Board shall perform an objective
review of the request. The review shall be based on the written material submitted by the Protestor and all
other facts known to the Board. The Board shall determine as a result of the initial review if sufficient
information has been submitted to render a decision. The Board may either render a decision based upon
the information in its possession or schedule a review conference as specified below.

5. Scheduling of Review Conference

a.

When the ITS Board determines that a conference is required to acquire sufficient information to
render a decision, the ITS Board shall mutually with the Protestor schedule a date, time, and place for
the review conference and send a notice of same via personal delivery or by certified United States
Mail, postage prepaid, return receipt requested, to the Protestor, the Customer, and any Interested
Party.

Continuances requested by any party to the protest shall be granted within the discretion of the ITS
Board only for good cause shown.

If a Protestor, without good cause, fails to appear at the review conference, such failure will be
deemed a withdrawal of the protest and the ITS Board shall dismiss the protest and such dismissal
shall be final and conclusive.

6. Conduct of Review Conference

a.

The review conference is a business meeting during which time the issues relevant to the specific
procurement being protested are presented. ITS expects the issues to be presented from a business
perspective by the protesting vendor's account representative directly overseeing this project. ITS will
not allow the review conference to evolve into an adversarial proceeding.

So as to encourage the amicable resolution of a protest, the review conference is informal and no
witnesses are examined. However, if there is anyone that a party believes could provide pertinent
input, the party may have that person present to be interviewed, at the discretion of the ITS Board, at
the conclusion of the conference and before a decision is made.

The Protestor has the burden of proving that the protest merits the relief requested.

The ITS Board shall have the authority to maintain the decorum of the conference and shall take
reasonable steps to do so when necessary, including clearing the conference room of any person who
is disruptive.

7. Decision on Review - The ITS Board shall issue a final written decision within a reasonable time after the
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final date for filing all documents to be considered on review. The final determination shall either:
a. Uphold the Executive Director's decision; or
b. Determine that the Executive Director's decision was in error and render a new decision which shall
either:
i. Find the protest lacking in merit and uphold the State's action; or
ii. Find only technical or harmless errors in the State's acquisition process, determine the State to be
in substantial compliance, and reject the protest; or
iii. Find merit in the protest and provide options which may include:
e Correct errors and re-evaluate all proposals; or
e Reissue the RFP or Letter of Configuration; or
e Make other findings and determine other courses of action as appropriate; or

iv. Find that it is in the best interest of the State to reissue the RFP or Letter of Configuration, with no
determination of fault or error.

e A copy of such decision shall be sent by certified United States Mail, postage prepaid, return receipt
requested, to the party filing the request for review; the Executive Director of ITS; the Customer; and
any Interested Party. A determination of an issue or fact by a quorum of the ITS Board shall be final
and conclusive unless arbitrary, capricious, fraudulent or clearly erroneous.

U. Exhaustion of Remedies - Except as may be authorized under federal law, no Protestor may file a petition
for judicial review with a court of competent jurisdiction (that court being in Jackson, Hinds County, Mississippi),
until a final written decision has been issued by the ITS Board.

V. Amendment of Rules, Etc.

1. The ITS Board may, from time to time, amend these rules or promulgate new rules.

2. If any one or more of these rules is found to be invalid by a court of competent jurisdiction, such finding
shall not affect the validity of any other of these rules.
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019-030 Setting a Manufacturer Standard

Sections 25-53-5 (0) and 25-53-123 (1) of the Mississippi Code of 1972 require that all acquisitions of computer
and telecommunications equipment and services costing in excess of $25,000 be based upon competitive and
open specifications. ITS makes every effort to work with customers to ensure that both the statutory requirement for
competitive and open specifications and the customer's business needs are met through the procurement process.

In certain situations, the most advantageous and cost-effective approach for the State may be to identify the brand of
hardware or software in the specifications. If the requested product has significant features that are not available in
similar products, if these features can be certified as business requirements for the requesting agency, and if the
product is not competitively available from multiple resellers, the Sole Source process should be used. (See
013-030 Sole Source)

When there are other products available in the open market that would meet the customer's business objectives,
the need to issue brand-name specifications must be well documented by the customer and closely examined and
approved by ITS. To specify a brand name that is not a sole source, the State or the customer must have
established an agencyl/institution "manufacturer standard" for the requested brand name product. It is important for
the customer and ITS to work closely together on the process of establishing a manufacturer standard. Once the
standard has been established, the requesting agency, in submitting a brand-name request to ITS, must provide
documentation of the product as an agencyl/institution standard, including how the standard was established, the
length of time the standard has been in place, any relevant volume information concerning the number of devices
currently installed at customer site(s), and the timeframe in which the standard will be recompeted.

For an agency or institution, or a major facility within an agency or institution, to establish a brand-name
(manufacturer) standard, all or most of the following guidelines must be met:

(1) The manufacturer standard must be established through a competitive procurement. It is highly desirable that
the specifications used in this competitive process explicitly state that the results of the procurement will establish a
manufacturer standard for the procuring entity.

(2) The competitive procurement for establishing a standard must be for the majority of like devices owned by the
procuring entity. If the initial purchase to be made under the competitive procurement is for fewer than the majority
of like devices, the intent should be to replace the majority of devices with the established standard during the
defined life of the standard (see (4) below).

(3) The requesting entity should identify the practical benefits of setting a manufacturer standard. These benefits
should be documented in terms of specific technical benefits related to interoperability/consistency or in terms of
business benefits, possibly related to staff expertise and institutional knowledge base, parts inventories if
maintenance is performed in-house, and/or the ability to leverage volumes for better discounts over a product
lifecycle. Technical synchronization with peer governmental, educational, or research entities could be another
valid justification for setting a standard.

(4) The standard must be set for a defined period of time and be reexamined periodically. For example, itis
expected that many agencies and institutions will replace most desktop devices on an n-year cycle. The length of
the refresh cycle should be specified in the competitive procurement. The replacement procurement must be open
to other manufacturers and to the potential of establishing a new standard for the next several years. Organizations
that procure desktop devices on a staggered cycle should also recompete on a reasonable timeframe,
approximately every three to five years, and should specify this timeframe in the competitive procurement. Different
types of equipment or products will have different lifecycles. While a competitive procurement for desktops would
reasonably be conducted on a three to five year cycle, a router standard might only be competed on an eight to ten
year basis. There are no hard and fast rules for these timeframes. The agency or institution should regularly
examine the relative competitiveness of the product pricing and the cost-benefit of remaining with the standard, as
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long as the standard is in place.
The following criteria are not appropriate for consideration in establishing or requesting a brand-name standard:

(1) The original procurement was made directly from the Express Products List rather than via a formal competitive
process.

(2) The original procurement was for a lower-end, less expensive technology, and the request asks that the
standard be applied to a higher-end, more expensive technology (e.g., LAN switches cannot establish a standard
for large enterprise network switches or routers). Standards are, within reasonable limits, device-specific.

(3) The current procurement is a replacement for the majority of the organization's devices/products of this type.

(4) The "brand" requirement is specified in terms of a reseller rather than a manufacturer. Standards must be at the
manufacturer level.
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019-050 Proposal Confidentiality Procedure

RFP and Proposal Confidentiality Procedure

The Mississippi Public Records Act of 1983, Mississippi Code Section 25-61 states: (1) Records
furnished to public bodies by third parties which contain trade secret or confidential commercial
or financial information shall not be subject to inspection, examination, copying or reproduction
under this chapter until notice to said third parties has been given. ITS treats all vendor proposals
submitted in response to RFPs as confidential and only discloses proposal information in
accordance with the ITS Public Records Procedures (Section 019-010 of the ITS Procurement
Handbook). The utmost care must be taken by all parties involved in the evaluation of proposals
and subsequent project implementation activities to maintain that confidentiality.

In addition, the integrity of the procurement process requires that ITS maintain confidentiality
regarding the content of an RFP at all times prior to the RFP's official release. This confidentiality
is to ensure no vendor has an unfair advantage due to having advance knowledge of specific RFP
content and requirements.

The following procedures should be followed to protect the integrity of the procurement process
and to secure the resulting vendor proposals throughout the life cycle of the information
technology procurement project.

During RFP Development

Participants in the RFP development process are bound by public procurement policy to maintain
confidentiality of the specific content and requirements of the RFP at all times prior to the RFP's
official publication on the ITS website ("RFP Release"). In many cases, the understanding and
verbal commitment of the participants afford adequate protection for the integrity of the RFP and
procurement process. The ITS Technology Consultant (TC) serving as Project Manager should
determine whether a specific RFP requires the execution of formal, written RFP Confidentiality
Agreements. Factors that would indicate a written RFP Confidentiality Agreement is needed
include: (1) multiple entities involved in the development and review of the RFP (e.g. oversight
committees and commissions, interagency procurements, participation of multiple functional
areas within a single agency); (2) highly competitive or litigious vendor market; (3) RFP
development process spanning multiple months; and/or (4) high-dollar, complex projects. Ifitis
determined that RFP Confidentiality Agreements are required, the agreements should be
executed by everyone who has access to the RFP document before it is publically released,
including procurement project team members at ITS and the customer agency, customer
executives, and the ITS Board, if applicable. The executed confidentiality agreements must be
maintained in the ITS project file.

Prior to Proposal Opening:

The ITS TC serving as Project Manager and the Customer Agency contact on the project should
determine the composition of the evaluation team. ITS customers may utilize the services of third
party contractors for proposal evaluation, quality assurance of vendor deliverables and/or
implementation project management. These contractors must be subject to the same
confidentiality requirements as the state team members. Generally, all members of the team
evaluate the vendor’s entire proposal. In some instances, team members may only evaluate
specific portions of a vendor’s proposal where they have expertise. In either case, all team
members should execute an Evaluation Confidentiality Agreement prior to receiving a copy of
proposals. The executed confidentiality agreements must be maintained in the ITS project file.
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The TC should stress the importance of maintaining proposal confidentiality in initial meetings
with the evaluation team.

Proposal Opening:

Vendors and other parties that have not executed confidentiality agreements relative to this
procurement may attend the proposal opening. The TC and/or proposal opening witness must
ensure that the opened proposals are not left unattended at any time. The TC should secure a
master copy of each proposal to eventually archive with the project file. The TC should distribute
the remaining copies of the proposals to only those members of the evaluation team who have
executed the confidentiality agreement.

Proposal Evaluation:

The TC should instruct the team members to take all reasonable precautions to prevent
unauthorized access to vendor proposals. Additionally, the team members should be reminded
not to discuss proposal content with anyone other than evaluation team members. Team
members operating in a cubicle environment should utilize enclosed cabinets, boxes or some
other means to avoid leaving proposals exposed to passers-by. As most office environments now
share printers, caution must be taken in printing any proposal comparisons or summaries that
contain technical and/or financial data about the proposals so that the printouts are not viewed by
unauthorized individuals. During the evaluation period, the team may request clarifications from
the vendor on specific areas of his proposal. The clarifications submitted by the vendor must be
held to the same level of confidentiality as the original proposal. If during the evaluation, it is
determined that additional people need to evaluate the proposals in whole or in part, the TC must
require them to execute a confidentiality agreement and instruct them on precautionary measures
of safeguarding the proposals.

Post Evaluation:

When the evaluation is complete, the TC must collect all copies of the losing vendors’ proposals.
The TC and the customer agency contact must determine the number of winning vendor
proposals that will be required by the customer for use in project implementation. Typically, one
copy is required for contract administration. Frequently additional copies are needed for the
Project Manager and Quality Assurance provider. The ITS Technology Consultant must be certain
that a Confidentiality Agreement for Awarded Vendor Proposal has been executed by the
Customer Agency Executive Director or Information Systems Officer before releasing copies of the
winning proposals. The TC will secure one copy of each proposal for the ITS permanent project
file and distribute the requested copies of the winning proposal to the customer agency. After
expiration of the period in which a protest of award may be filed, all remaining copies of the
winning and losing proposals must be destroyed. All copies must be shredded or otherwise
destroyed by the TC or the ITS/ISS Administrative Team.

Damage Control:

If at any point during the evaluation or implementation process it is known that the contents of a
proposal has been exposed to a third party, the TC should first ascertain the extent of the
exposure. If exposure was to an internal party to the project, the TC should immediately have
them execute a Confidentiality Agreement and instruct them on proposal confidentiality. If
exposure was to an outside party, the TC should notify ITS ISS Division management, who will
provide appropriate notification to the affected Vendor.
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019-070 Timely Receipt of Bids and Proposals

All responses to ITS Requests for Proposals (RFPs) and Letters of Configuration (LOCs) are due at 3:00 p.m.
Central Time on the date published on the RFP or LOC. The proposal must be time stamped by the ITS receptionist
by the specified date and time. (Note: For LOCs only, proposals may be submitted electronically IF SO SPECIFIED
IN THE INDIVIDUAL LOC. The email or fax receipt date and time become the official "time stamp" for electronic
proposals.)

Any proposal received after proposal opening time will be returned unopened. ITS is not responsible for any delays
in delivery or expenses for the development or delivery of proposals. It is solely the responsibility of the proposing
vendor to ensure proposals reach ITS by the required time and to confirm the arrival of the submitted proposal as
needed.
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020-005 ITS Board Meetings: Overview

Meeting Schedule and Location

The ITS Board meets monthly, and at such other times and places called upon to convene by either the Board
Chairman or the majority of its members. The Board’s meetings are open, public meetings. Notice of these
meetings is published on the ITS website as well as posted outside the reception area at the ITS office, on the 5th
Floor of the Robert G. Clark Building, 301 North Lamar Street in Jackson, Mississippi.

Board meetings are the official venues in which ITS statutory policy-making, strategic planning, procurement and
other project-related business are conducted. The Board must have a quorum of at least three (3) members
present in order to conduct an official meeting. These meetings follow an agenda of business items that have been
compiled and forwarded to the Board by ITS staff, one week prior to the time of the actual meeting. This lead-time
assists the Board in reviewing and preparing for each project on the agenda.

Board meetings are currently scheduled to occur on the third Thursday of each month. As a rule, meetings begin
promptly at 1:30 p.m. There are exceptions to this schedule that occur randomly during peak periods of project
activity. Meetings will be arranged in advance to convene earlier in the day and/or to extend to accommodate much
fuller agendas. See 020-010 Board Meeting Schedule, Called Meetings, and Notice for the official policies and
procedures regarding scheduling of meetings as adopted by the ITS Board.

Boardroom Facilities

The ITS Boardroom is located in the ITS 4th Floor Classroom in the Robert G. Clark Building. This room is the site
for most meetings unless the Board accepts an invitation from another agency or institution to host a meeting
offsite. Seating is available in the back of the room for attendees from the vendor community and from state
agencies and institutions, as well as any other interested party.

All meeting attendees other than ITS employees are required to sign in upon entering the meeting room. Their
attendance is recorded as a part of the Board’s minutes. Copies of the Board’s agenda for the current meeting are
available at the sign-in table. The agenda is also posted on the ITS website during the week of the meeting.

Those presenters that desire to use the boardroom presentation facilities will find connections for both power and
local/wide area networking, as well as provision of an overhead projector capable of hosting programmed
presentations from portable computers. Presenters must give advance notice to the ITS staff if the presenters want
to use these facilities. Further, they should arrive sufficiently early to set-up, test and ensure that their presentations
and all facilities are working together.

Prior arrangements must similarly be made for any attendee or media group desiring to set up and use audio or
video equipment to record any Board meeting.

Board Meeting Protocol and Decorum

The ITS Board conducts its business in a formal, official setting. The Board Chairman moderates each meeting
observing Robert’s Rules of Order. All participants are expected to observe appropriate dress and conduct in
keeping with the official protocol and decorum of the Board meetings. All discourse with the Board should be done
from the speaker’s podium or, upon being recognized by the Chairman, from the gallery. Participants should stand
and state their names prior to speaking. For formal rules of conduct adopted by the Board in 1989, see 020-015
Rules and Regulations Governing the Conduct of Persons at ITS Board Meetings.

To preserve the order of the meeting, all participants are required to disengage any cellular phones, pagers or other
electronic devices and refrain from using them while the Board meeting is underway.

The Chairman begins each meeting with a call to order, then an invitation for guests to introduce themselves. All
attendees who are not ITS employees should state their name, title, and employer. The Chairman next requests
that the Board review and vote on the minutes of the previous meeting. The Board’s subsequent order of business
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is to take up the current month’s agenda, generally in the order in which it was prepared by the ITS staff. The
Chairman will invite the particular internal and/or guest staff to present a synopsis of each agenda item together
with the official recommendation. The Chairman will entertain discussion of the agenda item among the Board
and presenters. The Chairman next requests a motion from the Board members on the disposition of each agenda
item. The Board then votes on the agenda item. The Board secretary records all proceedings into the minutes of
each meeting. The minutes become official once approved by the Board and signed at a subsequent meeting.
Upon conclusion of all scheduled and ad hoc agenda items, the Chairman calls for a motion to adjourn the
meeting.

Conclusion

The ITS Board and staff have organized the Board meeting process in the manner described so that the business of
State and its citizens, as it pertains to ITS statutory responsibilities, may be conducted in an open, efficient manner,
allowing each agenda item and its interested parties to be given the fullest respect and consideration.
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020-010 Board Meeting Schedule, Called Meetings, and Notice

At its October 19, 2006 meeting, the ITS Board approved the following policies and procedures
related to scheduling and providing notice of ITS Board Meetings:

Regular Meetings

e The ITS Board will hold its regularly scheduled monthly meetings on the third Thursday of each month,
beginning at 1:30 p.m., in the Robert G. Clark Building, 301 North Lamar Street, Jackson, Mississippi 32901.

e The Board may cancel its regular meeting in any month in which there is no official business to come before
the Board, a quorum of members cannot be present, or the Board Chairman determines there are other
compelling reasons for doing so.

e The Board may reschedule its regular meeting to an alternate date, time, and/or location as needed, provided
notice is given as outlined below.

Special or Called Meetings
e Upon call of the ITS Board Chairman or a majority of the members of the Board, the ITS Board may additionally
meet at other such times and locations as may be set, provided notice is given as outlined below.

Notice

e Notice of the date, time, and location of all meetings of the ITS Board will be posted on the 5" floor of the
Robert G. Clark Building and on the ITS website. Select "About ITS" on the left hand side of the home page.
The link is "Board Agenda."

e Notice of changes to the date, time, or location of any regular mgeting, and notice of the date, time, and
location of any special or called meeting will be posted on the 5 floor of the Robert G. Clark Building and on
the ITS website within one hour after the change to the date, time, or location of the regular meeting or within
one hour after such special or called meeting is set.
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020-015 Rules and Regulations Governing the Conduct of Persons
at ITS Board Meetings

(Adopted by ITSBoard July 1989)

1. Genera Conduct

A. Public Attendance:

Any person desiring to attend meetings of the ITS Board may do so to the extent that
gaceisavalable.

B. Demeanor:

During the course of al mesetings attendees should limit their exits and entrances and
other movements or private conversations within the meeting room.

C. I nterruptions:

No unsolicited interjections by attendees will be dlowed unless the Chairman grants
approval.

D. Disruptions:
Disruptive conduct of any kind-is not dlowed and will result in excluson from the
mesting,

2. Recording or Transmission Devices

A. Prohibitions:

No visud recording or transmission of Board meetings will be permitted. The taking of
photographs is likewise not dlowed.

B. Provisionally Permitted Methods:
There are no proscriptions against non-intrusive, mechanica or manua methods of
transcription such as note-taking or silent court reporting machines, provided space
permits.

C. Rescinding of Permission:
The Chairman resarves the right to rescind permission regarding the transcription of any
proceeding and require the discontinuance of any mode of transcription which in the
Chairman's opinion demongrates a disrupting effect on the conduct of the meeting.

3. Ora Presentations
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A. Authorization:
Any person obtaining prior permission from the Chairman of the Board may make a
sgngle ord presentation before the Board members at a regularly- scheduled mesting.

B. Denial:
The Chairman reserves the right to deny any such request if it is not received intimeto
reasonably dlow for adjusments in the agenda or if, in the Chairman's opinion, the
presentation is unnecessary or will be unduly burdensome.

C. TimeAllotted:
Any person obtaining such permission will be alotted a reasonable amount of time not
to exceed fifteen (15) minutes to address the members of the Board. Any additiona
time dlotted will be discretionary with the Chairman. No Question and Answer sesson
will be permitted unless the members of the Board grant approva.

D. Rebuttal or Corroboration:

Persons wishing to have equa time before the Board for the purpose of rebutting or
corroborating any ord presentation must adhere to the procedure set out above.
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021-010 How to Do Business with the State of Mississippi

Question: How do | sell technology products and services to state entities?
Answer: It depends upon:

(1) the type of products or services you are selling to the State.
The Department of Information Technology Services (ITS) is the Mississippi state agency
established by law to oversee the State'sinformation technology. The procurement of
information technology equipment, software, and services for all state agencies and institutions of
higher learning is under the jurisdiction of ITS.

There are three Mississippi agencies involved in the statewide purchasing function. Purchasing
of items NOT related to information technology equipment and software is coordinated
through the Department of Finance and Administration (DFA) Office of Purchasing, Travel, and
Fleet Management. Purchasing of computer supplies falls within DFA oversight.

The Personal Service Contract Review Board (PSCRB) governs the solicitation and
selection of contractual services personnel for personal and professional services that do not
involve information technology. Personal Service Contract Procurement Regulations can be
accessed through the State Personnel Board’s website at http:/iwww.spb.state.ms.us.

(2) what type of government entity you are selling to.
State agencies and institutions of higher learning are required to follow ITS procedures to make
information technology procurements. Governing Authorities (such as county boards of
supervisors, community/junior colleges, K-12 school districts, or cities) are not required to use ITS
procurement procedures when making information technology purchases, but are allowed to use
certain ITS procedures if they choose to do so.

When not using ITS procurement procedures, Governing Authorities must use general purpose
State Purchasing Laws and procedures coordinated through the Department of Finance and
Administration (DFA) Office of Purchasing, Travel, and Fleet Management.

Procurement procedures for agencies and institutions of higher learning to follow when making
information technology purchases are contained inthe ITS Procurement Handbook.
Purchases of information technology are coordinated by ITS in compliance with 25-53 of the
Mississippi Code. This law requires the solicitation of proposals for the majority of information
technology purchases. The Mississippi Code is online athttp://www.sos.state.ms.us

(3) the dollar amounts of the purchase and what type of proposals might be in place to
handle the purchase.

Agencies, Universities, and Governing Authorities (K-12 schools, Community/Junior Colleges, city
and county government, etc) may make purchases in accordance with ITS Law and Public
Purchasing Law as follows.

e Up to $5,000 - May purchase without advertising or otherwise requesting competitive bids, unless
the purchasing agency or entity has established more stringent procedures.

e $5,001 - $25,000 - May purchase without advertisement for bids, provided at least two competitive
written bids have been obtained. (Please note an Express Products List cannot be used as one of
these bids.)

e $25,001 and over - Advertise, issue written specifications and receive sealed bids or proposals.

Some agencies have established additional procurement procedures; please check with the
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individual agency or institution to determine if there are other requirements.

Question: What types of proposals does ITS use?

Answer:
ITS does NOT set up "state contracts"” for routine purchases of information
technology purchases. ITS does not maintain a "bidder's list". AllITS RFPs are
advertised on the ITS website. RFPs typically fall into one of the following categories:

e |ndividual Requests for Proposals are typically for the procurement of large dollar, complex,
and/or unique acquisitions, usually for a single acquisition by a single agency or institution.

e Special RFPs typically are used by a specific group of agencies/institutions. The terms and
intended users and uses are spelled out in the RFP document. Often these proposals are for
repetitive or longer term use, as opposed to a more limited time use in an Individual RFP.

e General RFPs are used by ITS for the routine acquisitions by multiple entities of items such as
microcomputer equipment and software, printers, cabling, telephone equipment,
mainframe/midrange components, small UNIX/Internet servers, and IT consulting services. ITS
advertises these RFPs and updates them periodically mid-cycle. General RFPs can only be
used by ITS staff. They are not published. ITS uses General RFPs in conjunction with
procurement requests received from agencies/institutions to acquire information technology
products and services in accordance with state law.

e Express Products Lists (EPLs) are evaluated proposals covering routine configurations of
such items as microcomputers, servers and LAN components, printers, pagers, cellular
telephones, and software. The most popular Express Products List is the Microcomputer EPL.
Agencies, institutions and governing authorities may use this list in compliance with ITS
procedures to make microcomputer purchases. ITS publicly advertises each time proposals for
EPLs are solicited. See Procurement Instruments: EPLs, Section 011-030 of the ITS Procurement
Handbook, for procedures the agencies and institutions are required to use when purchasing
from Express Products Lists.

More details for information technology vendors interested in doing business with the State of Mississippi are
available in the Procurement Information for Vendors, Section 021-020 of the ITS Procurement Handbook. Topics
covered in this section include:

e More details on ITS RFP advertising procedures;

e Suggestions for marketing to state agencies;

e Procurements of information technology that state agencies and institutions may make without prior

coordination through ITS;
® | egal and funding issues when submitting proposals to the state; and
e |T purchases by governing authorities using ITS procedures.
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021-020 Procurement Information for Vendors

The following information is intended for use by vendors interested in doing business with the State of Mississippi
Department of Information Technology Services.

Introduction

This information is provided for vendors regarding the Department of Information Technology Services (ITS) and the
process of selling information systems equipment, software and related services to the State of Mississippi. This
information explains ITS procurement procedures and addresses questions most frequently asked by vendors.

Itis the goal of ITS to promote and maximize competition in the purchasing of information technology hardware,
equipment, systems, software, and services for the State within Mississippi's information systems architecture. If you
have not worked with ITS or sold to the State of Mississippi before, we welcome you to do so. If you have worked
with us in the past, we thank you for your previous participation and encourage your participation in the future.

ITS Website

ITS maintains an Internet website with information of interest to ITS customers and vendors. Separate channels for
Vendors and Customers help organize the information and focus your search. We invite you to visit our website at
http:/iwww.its.ms.gov. Use the contact information available on the website if you have additional questions or need
answers concerning a specific situation or project.

Who is ITS?

The Mississippi Department of Information Technology Services (ITS) is a state agency established by law to
oversee the State’s acquisition and use of information technology. ITS coordinates the procurement of information
technology for Mississippi agencies, universities, and, optionally, governing authorities such as community/junior
colleges, local governments, and K-12 schools and school districts. The procurement of information technology
hardware, equipment, systems, software, and services for all state agencies and institutions of higher learning is
under the jurisdiction of ITS.

ITS is governed by a five-member Board. The ITS Board plays a strong role in the procurement process. All
procurements are made in compliance with 25-53 of the Mississippi Code and policies set by the Board.
Procurements in excess of the Director Approval threshold, as defined in Section 018-030, must be approved by the
Board. The Board has delegated to the Executive Director of ITS the discretion of approving procurements under
these thresholds.

For many acquisitions it is necessary for state agencies and institutions of higher learning to acquire ITS approval
prior to procurement of information technology hardware, equipment, systems, software, and services.
Responsibility for some acquisitions has been delegated to the agencies and institutions under the exemption,
Delegation of Approval or Planned Purchases Procedures. Explanation of which procurements require ITS' prior
approval and which may be handled by the agencyi/institution without ITS' prior approval is detailed later in this
document.

The acquisition of information technology by Mississippi agencies and institutions of higher learning are governed
by the following laws:

e Computer/Data Processing (DP) procurements: Section 25-53-1, et seq. of the Mississippi Code.

e Telecommunications (TC) Procurements: Section 25-53-101, et seq. of the Mississippi Code.
Both types of procurements are governed by the same policies and procedures.

Department of Finance & Administration Office of Purchasing, Travel, and Fleet Management
There are two different Mississippi agencies involved in the statewide purchasing function. ITS coordinates
information technology purchases. Purchasing of items not related to information technology equipment, software
and services is coordinated per Section 31-7 of the Mississippi Code through the Department of Finance and
Administration (DFA) Office of Purchasing, Travel, and Fleet Management. Purchasing of computer supplies falls

021-020 Procurement Information for Vendors 105



within DFA oversight.
Groups to Whom ITS Procurement Procedures Apply
ITS Procurement procedures apply to the following groups:

e State Agencies

e State Institutions of Higher Learning (Universities)

e Governing Authorities (such as county boards of supervisors, State Community/Junior Colleges, school districts

or municipalities.)

State agencies and institutions of higher learning are required to follow ITS procedures in information technology
procurements. Governing Authorities (such as county boards of supervisors, community and junior colleges, school
districts, or cities) are notrequired to use ITS procurement procedures, but are allowed to use certain ITS
procedures if they choose to do so. Governing Authority procurement procedures are described later in this
document.

How ITS Publicizes Upcoming Acquisitions

ITS posts current solicitations for RFPs on the ITS website. ITS does not maintain a bidder's list and Vendors do not
have to pre-qualify to respond to ITS Requests for Proposals. Requests for Proposals (RFPs) for upcoming
acquisitions are also advertised in The Clarion-Ledger newspaper, and ITS maintains a bulletin board of current
technology solicitations in the corridor by the ITS fifth floor reception area in the Robert G. Clark Building, 301 North
Lamar Street, Jackson, MS.

Watch for ITS advertisements in the newspaper or check the Internet listing. Newspaper ads and new listings on the
website typically appear on Tuesdays. You may respond to any ITS RFP for which your company has the requisite
expertise. If you would like to submit a proposal to any RFP and are unable to download the RFP from the Internet,
you may contact ITS for a copy of the document. We will mail you a copy of the requested RFP or you may pick up a
copy from the ITS offices at the following address:

Department of Information Technology Services

Robert G. Clark Building; Suite 508

301 North Lamar Street

Jackson, MS 39201-1495

(601) 359-1395 (switchboard) or (601) 576-HELP (601 576-4357) (Procurement Help Desk)

Charges for Requests for Proposals
The vast majority of RFPs issued by ITS are available for download from the Internet in Adobe and Word format at
no cost.

ITS charges for printed copies of RFPs. See ITS Public Records Procedures for the current cost of a printed RFP.
The vendor is required to deliver one of the following forms of payment before the vendor is given a copy of the RFP.
1. Corporate check
2. Personal check (only if the individual is known and has an ongoing business relationship with ITS)
3. Certified check
4. Money order

No cash will be accepted.

Overview of Procurement Procedures Used by ITS
To ensure full compliance with legal requirements, ITS handles procurements in the following ways:
1. Individual Requests for Proposals (RFPS)
2. Special RFPs
3. General RFPs
4. Express Products Lists (EPLS)

Individual RFPs

ITS uses the RFP process for the procurement of high dollar, complex, and/or unique acquisitions, typically for a
single acquisition by a single agency or institution. The ITS staff and the requesting agency or institution develop an
RFP detailing the specific equipment, system, software and/or service requirements. Solicitations of proposals are
published as detailed above. Any vendor may obtain a Word or PDF copy of the RFP from the Internet or request a
copy of the RFP as specified above.
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Vendors should carefully review the RFP project schedule for key dates. ITS and the procuring agency/institution
may host a vendor’s conference with attendance specified as either optional or mandatory. The RFP schedule will
show the date and time of the vendor's conference, as well as the deadline for submission of written questions
concerning the RFP. While vendors may receive verbal input from the State project team during the vendor's
conference or from the designated State Contact Person for the RFP, vendors should be aware that only questions
answered officially by the State in writing and posted to the ITS website at the RFP link are binding. Vendors should
check the RFP link regularly for official addenda to the RFP, including posted questions and answers.

If a vendor elects to submit a proposal for consideration, the proposal must be submitted to ITS in accordance with
all requirements outlined in the RFP by the date and time specified. No Late Proposals Will Be Accepted.

At the date and time the proposals are due, ITS opens, logs, and performs a preliminary validation of proposals
received. Vendors are welcome to be present at the ITS offices at the date and time the proposals are due to
observe this process. The scoring criteria to be used to evaluate the proposals are available to proposing vendors at
the proposal opening and are posted to the ITS website immediately following the opening.

ITS typically assists the procuring agency/institution in the evaluation of the proposals received. This evaluation
process may require from a few hours to multiple weeks, depending on the complexity and scope of the RFP and
the number and size of the proposals received. During the evaluation process, ITS may request clarifications of
vendor proposal information. Because time is always of the essence in the procurement process, ITS requests that
you provide prompt responses and accurate answers to all clarification requests. The ITS staff can satisfy our
clients’ needs most effectively with vendors who, in addition to providing good pricing, provide us with timely and
accurate responses during the evaluation process.

Special RFPs

ITS issues RFPs to establish a special proposal or proposals for use by a single or group of agencies/institutions.
The terms and intended users and uses of special RFPs are spelled out in the specifications. See Procurement
Instruments: Special RFPs for additional information.

General RFPs

ITS uses General RFPs for routine acquisitions by multiple agencies of items such as microcomputer equipment
and software, printers, cabling, telephone equipment, mainframe/midrange components, small UNIX/Internet
servers, and IT consulting services. To avoid the time and expense involved in soliciting individual proposals for
each such acquisition, ITS advertises periodically to receive proposals on these high-volume categories of
information technology.

Proposals received in response to a General RFP are used for a specified period of time (usually one year). There
is no sole winning vendor. ITS validates each response but does not perform a preliminary selection from the
proposals submitted. When a need arises during the year for equipment, software, or services in a General RFP
category, all vendors proposing the products or services that meet the requestor’s unique project requirements are
sent a Letter of Configuration (LOC) by ITS. The LOC describes the exact needs of the customer and requests a
proposal with pricing.

ISS staff issues LOCs to vendors with valid General RFP proposals who meet the qualifications for the specific
project. For vendors meeting the criteria for a given project, the LOC is emailed to the vendor contacts listed in the
General RFP response. In addition, vendors with valid General RFP proposals are given an unpublished URL to
check for all LOCs. Valid General RFP vendors may respond to any LOC, even if they did not receive the LOC in the
email distribution.

Unlike RFP responses, which require delivery of sealed, hard-copy proposals, LOC response may typically be
submitted in hard-copy or by fax or email. Vendors should follow the Delivery Instructions in the individual LOC. All
submitted proposals are evaluated and the lowest and best solution selected.

General RFPs are for use by the ITS staff on behalf of the procuring agency or institution. General RFPs are NOT for
use by agencies, institutions and governing authorities without ITS involvement.
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Vendors may submit or update General RFP responses throughout the year as detailed in the specifications.
Details of RFP procedures are contained in the specifications provided to the vendor.

For a current list of categories of General RFPs, see the Multi-Use RFP Index. General RFP categories will be
added and dropped as the demands change.

The ITS staff cannot overemphasize to the vendor the importance of the General RFP process and the importance
of vendors' submitting and maintaining accurate and complete General RFP responses. Complete and accurate
proposals provide the ITS staff with information about your products and/or services to determine whether they are a
fit for a particular project. Your response to the General RFP is one of your best marketing tools for technology in
state government.

Express Products Lists

ITS has established the Express Products Lists (EPLS) to offer agencies and institutions an expedited procurement
procedure for routine acquisitions of certain popular configurations of microcomputers, servers and LAN
components, printers, pagers, cellular telephone equipment, and software. ITS does an evaluation of EPL
proposals upon receipt to select and publish the lowest and best offerings for each EPL in compliance with the law.
EPLs may be used by state agencies, universities, and governing authorities in the state to make purchases up to
the specified dollar limits without ITS involvement.

Details regarding the EPLs may be found in the specifications for the RFPs soliciting Express Products Lists
proposals and in the published EPL. See Procurement Instruments: Express Products Lists for additional
information.

SAAS Information

To receive payment from state agencies, Vendors must be set up in the Mississippi Statewide Automated
Accounting System (SAAS). Each ITS RFP will require the vendor to supply their SAAS vendor code or to submit a
signed Internal Revenue Service W-9 Form for initial set-up in SAAS if the vendor has not previously done business
with the State.

Marketing Activities to the State of Mississippi

Vendors are welcome to market products to the state agencies and institutions providing the marketing efforts are
conducted in an open and ethical manner and are coordinated with ITS. In fact, ITS recognizes that the vendor is
the best source of information regarding his product and appreciates the vendor's willingness and cooperation in
working with ITS and the agencies and institutions to publicize how the capabilities of these products can enhance
the State's information technology needs.

Vendors can most successfully market to the State by understanding and working within Mississippi's information
technology planning, budgeting, and procurement framework. The points below outline this framework.

1. Marketing to the State from the "Enterprise Perspective" within the State's strategic direction for information
technology:
In support of state agencies and institutions information technology infrastructure, ITS takes an enterprise
perspective regarding the State's information systems. A procurement of information systems technology
should be made from the viewpoint of the State as a whole. This enterprise perspective is essential for ITS and
the agencies and institutions we serve to carry out the mission and the intent of the law effectively.

If you find where your product corresponds with the State's information technology strategic direction, and the
agency or institution’s needs, and market from that angle, you should be more successful in marketing to the
State.

2. Procurement is at least a two-year process which is front-ended by the planning and budgeting functions.
The client agency begins the procurement process at least two years prior to the actual issuance of a purchase
order to the vendor when the agency develops its information technology plan. For instance, an agency must
plan in January-April 2004 for purchases to be procured NO SOONER than July 2005. The agency must then
budget for the planned acquisition in the August 2004 time frame and the Legislature must appropriate the
funds during the legislative session in the January-April 2005 time frame. The resulting acquisition takes place
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between July 2005 and June 2006.

You, the vendor, will be most successful if you begin your marketing effort with ITS and the agency/institution
during the planning process.

Procurements Which Require ITS Approval Prior to Acquisition

ITS is the purchasing and contracting agent for all acquisitions of information technology equipment, software, and
services that fall within the scope of ITS authority. Contracts without the signature of the Executive Director of ITS are
not valid except those delegated to the agencyiinstitution.

ITS approval before the purchase in the form of a CP-1 Approval Document is required for acquisitions of
information technology equipment, software, and services by state agencies/institutions unless the purchase is
handled under the Exemption, Delegation of Approval, or Planned Purchases Procedures described below.

Exemptions Procedure

ITS may delegate individual procurement projects to the agency/institution under the ITS Exemption Procedure.
State agencies and institutions of higher learning may request to make specific procurements of information
systems technology without further ITS involvement. ITS' exemption of the procurement gives the agency/institution
the responsibility and accountability of making the procurement, including competitive proposal solicitation and
contracting, in good faith compliance with the ITS laws. See Procurement Types: Exemptions for additional
information.

Delegation of Approval

ITS also has delegated certain routine information technology acquisitions to the agencies/institutions. Purchases
may be made under these procedures without prior ITS approval. See Procurement Limits Policies, Section 015 of
the Procurement Handbook, for specific delegation dollar amounts and categories.

Planned Purchases Procedure

As the coordinator of the long range planning effort of information technology in the State, the ITS Strategic Services
Division works with agencies during the planning process to determine procurements that could be most
appropriately acquired from the EPLs. Under the Planned Purchases Procedure, a participating agency is given
authorization up to a specified dollar amount to make the identified procurements from the EPLs without further ITS
involvement. See Procurement Request Types: Planned Purchases for additional information.

Necessary Components of a Legal Acquisition

Procurements of information technology equipment, software and services involve at minimum the
agencylinstitution for whom the purchase is being made, ITS, and the vendor. It is important that the vendor
understand its role, that of ITS, and that of the agency/institution.

The following components are necessary for a legal sale to a state agency or institution of higher learning:

1.ITS Approval.
ITS CP-1 Approval Documents must be issued to the agencyiinstitution for any information technology
acquisition unless the procurement has been made under the Exemption, Delegation of Approval, or Planned
Purchases Procedure. An order from an agencylinstitution that was not made in accordance with ITS
procedures DOES NOT constitute a valid purchase order. ITS strongly recommends that the vendor verify that
the agencyiinstitution has followed a legal ITS procurement procedure for any order from a state agency or
institution. Typically, the purchase order should reference an ITS CP-1 Acquisition Approval reference number,
should be from a valid Express Products List, or should be below the cost thresholds requiring ITS oversight.
See Section 015 of this handbook for details on delegated authority for state agencies and institutions.
Vendors with questions or concerns regarding specific projects may contact the ITS Procurement Help Desk at
601-576-HELP (601-576-4357).

2. Contracts.
The Executive Director of ITS is, by state statute, the purchasing and contracting agent for information
technology hardware, equipment, systems, software, and services made by agencies and institutions of higher
learning in the State of Mississippi. All contracts (other than those related to procurements delegated to
agencies and institutions as described above) MUST be signed by the Executive Director of ITS to be legally
binding. Successful vendors must agree to basic contractual terms and conditions required by the State of
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Mississippi.

3. Funding Verification and Agency/Institution Purchase Order.
The agencyl/institution is responsible for paying for and receiving the products/services purchased. Funding and
payment issues are not within ITS control. ITS CP-1 approval and execution of the contract do NOT constitute a
certification that funding is available for the acquisition. The agency/institution is ultimately responsible for
verifying availability of funding and issuing a purchase order to the vendor to complete the order. Vendor is
responsible for all risks involved in illegal sales to the State and may be required to take back without payment
items illegally sold to the State. When in doubt, call ITS for clarification.

NOTE: Billing must be directed to the purchasing agency/institution as specified on the purchase order. Do not send
agencylfinstitution billing to ITS unless explicitly directed on the purchase order to do so.

Purchases by Governing Authorities

Acquisitions of information technology hardware, equipment, systems, software, and services made by governing
authorities DO NOT require ITS approval. Governing authorities are not required to get ITS approval or to have a
CP-1 approval document for making information technology purchases. Governing authorities are not required to
use the ITS Express Products Lists (EPLs) to make information technology purchases but can do so if they choose
as a mechanism for meeting the requirements of public purchasing laws. The Public Purchasing Law defines
governing authorities in section 31-7-1(b). Permission is granted within the Public Purchasing Law for governing
authorities to use ITS' proposals, by exempting from bid requirements those items covered by purchase
agreements arranged by ITS (Section 31-7-13(m)(xi)).

Reference Information Regarding State Purchasing Laws

The data processing procurement laws are contained in Section 25-53-1 et seq of the Mississippi Code of 1972.
The telecommunications procurement laws are contained in Section 25-53-101 through 25-53-125 of the
Mississippi Code of 1972. The Public Purchasing Law is contained in Section 31-7-1 et seq of the Mississippi
Code.

Section 25-53-25 of the Mississippi code excludes the following acquisitions from ITS jurisdiction: "...Acquisitions of
computer equipment and services by institutions of higher learning or junior colleges wholly with federal funds and
not with state general funds...."

Section 25-53-25 of the Mississippi code gives ITS the authority to delegate purchasing responsibility and is the
basis for the Exemption, Delegation of Approval, and Planned Purchases Procedures.
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021-040 Post-Procurement Reviews

A Post-Procurement Review is a business meeting conducted by ITS at a vendor’'s request after an Award of
Contract for a Request for Proposal (RFP) or Letter of Configuration (LOC). Post-Procurement Reviews are
attended by the ITS staff members responsible for the given procurement, ITS management staff responsible for
the procurement process, members of the vendor’s staff involved in the proposal process, and, optionally, staff
members from the customer agency on whose behalf ITS conducted the procurement. A  Post-Procurement
Review is a non-confrontational business meeting in which parties exchange information on the procurement
process, the results, and any concerns. No vendor preparation is necessary, other than general familiarity with the
procurement process that was followed and the contents of that vendor's proposal.

A Post-Procurement Review is available to any vendor who responded to a Request for Proposal (RFP) or Letter of
Configuration (LOC), regardless of whether they were awarded the resulting contract. Vendors are encouraged to
request Post-Procurement Reviews to both receive information on the scoring of their proposals and to provide ITS
with feedback on the procurement process. ITS actively solicits feedback from the vendor regarding any wording in
procurement documents or any procurement procedures that were unclear, difficult to follow, or unduly complicated
the procurement process. We use this information as input to improve the procurement process. The purpose of
the Post-Procurement Review is to strengthen the business relationships and communications between proposing
vendors and the State, to provide ITS with information to facilitate improvements to the procurement process, and to
provide vendors with specific information that allows them to have insight into the procurement and proposal
evaluation process and to compete most effectively. The Post-Procurement Review should also provide a vendor
the information needed to determine whether that vendor is aggrieved relative to the specific procurement. For a
Post-Procurement Review conducted after the protest period for a given procurement has passed, the full objective
of all discussion and information exchange is to assist all parties in identifying ways to improve the procurement
products and processes and to help the State increase competition.

Post-Procurement Reviews should be requested in a timely manner, typically no later than five working days after
the Award of Contract. Requests for a Post-Procurement Review should be made to the ITS staff member who was
the contact for the procurement process or to the Director of the Division of Information Systems Services (ISS).
Requests may be made orally or in writing. Post-Procurement Reviews can be conducted at the ITS office, 301
North Lamar Street, Suite 508, Jackson, Mississippi, or can be conducted via telephone conference call, at the
vendor's option. Post-Procurement Reviews normally last between thirty minutes and an hour.

Any information in a proposal that was deemed pertinent to the defined evaluation criteria may be summarized for
the proposal scoring and included in the project file and/or in a written ITS Board write-up to document the
evaluation results. This summary-level information includes (a) total points awarded to each vendor’s proposal in

each major scoring category (e.g. technical merit, company resources, value-add, references, cost); (b) the total
lifecycle cost computed from each vendor’'s cost proposal; and (c) the overall ranking of all proposals. This
information is part of the public record and may be reproduced or distributed by ITS without prior notification to

proposing vendors. The summary-level cost and scoring information described above is provided at the time of the

meeting to vendors requesting a Post-Procurement Review for a given procurement.

ITS requests that vendors understand and conform to the following guidelines for Post-Procurement Reviews:

1. ITS will provide detailed information on the evaluation and scoring of the proposal submitted by the participant
requesting the review and summary-level evaluation, scoring, and cost information on all other proposals.
Please note that, while scores for other proposals are public record, the details of any other proposal cannot be
revealed without third-party notification; therefore, any specific discussion of scoring or proposal content will be
confined to the requesting vendor’s proposal. To ensure consistency and to enable the state to maintain a
record of the information we provide under public records, ITS follows a published public records policy for the
release of all information other than what can be disclosed in a Post-Procurement Review. A
Post-Procurement Review can be conducted prior to or in parallel with fulfillment of public records requests.
See Section 019-010 ITS Public Records Procedures for additional information.

2. As Post-Procurement Reviews are business meetings, ITS will not have legal staff present. Should a vendor
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choose to have an attorney present, the vendor must immediately identify that individual as an attorney,
whether the attorney is participating via telephone or is present at an in-house meeting. ITS will stop the
meeting until a representative of the Mississippi Attorney General's Office can be in attendance.

ITS strongly encourages vendors to schedule Post-Procurement Reviews when they have any questions following
contract award. As described above, the meetings can be conducted face-to-face in the ITS offices or via
conference call, according to the vendor’s preference. We believe these meetings are extremely valuable
opportunities for the vendor and the State to exchange information. Among other benefits to vendors, the
Post-Procurement Review provides the only mechanism outside the Public Records Procedure for receiving
information on the specifics of the evaluation process, including a complimentary copy of the ITS Board written
recommendation or similar written information for projects that were not presented to the ITS Board.

ITS has found that these meetings usually clear up any concerns regarding the process and evaluation. If the
vendor is not satisfied on these matters during the Review, the vendor then has adequate information to determine

if a protest is warranted.
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023 State Holidays

Link for Official State Holidays in Mississippi: Secretary of State : State Holidays

State Offices are typically closed for:
® New Year's Day
National Memorial Day
Independence Day
Labor Day
Thanksgiving Day and the following Friday
Christmas Day and the day before or after.

ITS offices are usually open, with a reduced staff, on the following holidays:
Martin Luther King's and Robert E. Lee's Birthdays

George Washington's Birthday

Confederate Memorial Day

Veteran's Day
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009-005 Procurement Process: Submitting a Request

Instructions for Preparing and Submitting a Procurement Request
Overview
Requested Information: General
Additional Information: Cooperative Purchasing Supplement
Additional Information: Sole Source Certifications
Additional Information: Emergency Purchase Certifications
Additional Information: Exemption Requests

Additional Information: Revision Requests

OVERVIEW

Requests for the procurement of information technology hardware, equipment, systems, software or services by
agencies or institutions under the purview of ITS may be submitted to ITS via the On-line Procurement Request
System or by faxing, mailing, or emailing the applicable request form.

The On-line Procurement Request system is accessed from the ITS website under the "Procurement’ link on the
left side of the ITS home page, www.its.ms.gov, by selecting "On-line Requests." State employees should use their
ACE user id and password to log in. Staff at IHLs, local governments, or other entities that do not use the ACE
applications should contact the ITS Procurement Help Desk at601-576-HELP to obtain a user id.

Customers who do not use the On-line Procurement Request system will find the forms needed for submitting a
request under the "Procurement” link on the left side of the ITS home page, www.its.ms.gov, by selecting "Request
Forms." Each form is available in PDF or Word format.

Please note: the ITS procurement function frequently has a queue of projects that have been submitted and are
waiting assignment to the ITS Technology Consultant who will conduct or process the procurement request. ITS
encourages customers to send in requests as early as possible to help ensure the products or services being
procured are available when needed. Customers do not have to complete every item on the procurement request
form prior to submitting a procurement. It is preferable to submit partial information than to hold the request for
additional research and jeopardize the procurement schedule.

Each Procurement Request form consolidates the basic information ITS needs to manage and track your request

through the ITS procurement process and allows detailed information concerning the procurement to be attached.
Please include all the information about your agency or institution requested on the form, including project contact
name, phone, hand mail or mailing address, fax number, and email address. It is also important that you assign a
Project Title to each request that we can use to reference your project in our communications with you. Most other
fields on the form are not required for initial submission of a request. The more information you provide, however,

the more quickly and easily your request can be processed once assigned.

ITS will need detailed background information about the needs to be met by this acquisition. ITS procurement
personnel must fully comprehend what you are trying to accomplish with this acquisition to determine the best way
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to meet your needs. Detail as much as you know at the time of submitting the request. Your assigned Technology
Consultant will work with you during the procurement process to obtain any additional information required.

The request form asks for information concerning alternative solutions and functional specifications for the
acquisition. If you have researched and documented alternatives and specifications, include these details in your
request. ITS can expedite procurement requests that are submitted with complete, correct, and specific
background, alternatives, and specification information. However, as with other information requested on the
forms, ITS staff will be glad to work with you to research alternatives and develop functional specifications for items
to most appropriately meet your needs.

The information listed below further defines the information to be provided on the various request forms. Please call
the ITS Help Desk at576-HELP (576-4357) if you have additional questions when filling out the forms.

REQUESTED INFORMATION: GENERAL
The following items are generally applicable across multiple request types.

1. Project Title - The project name used by the customer agency when referencing the project (up to 40
characters) that uniquely identifies a procurement request for the customer.

2. Customer Contact Information:
a. Agency/Institution - The full name of the agency or institution submitting the request.

b. Address - The complete address for the individual listed in c. as the project contact. May be a HANDMAIL
address or a U.S. postal address (see i. below).

c. Contact Person - The name and title of the individual whom ITS can contact should additional
information be needed. This person should be involved in the preparation of the request and completely
familiar with the background, requirements, project schedule, etc.

d. Phone - The telephone number of the contact listed in item c.

e. Fax - The fax number of this individual.

f. E-mail address - The e-mail address of the individual listed in item c.

g. SAAS Codes:

1. SAAS Agency Code (state agencies only) - Your agency's SAAS code (for agencies on the
Statewide Automated Accounting System).

2. Provider Code - To make sure thatinvoices for ITS procurement services are addressed and routed
correctly to your agency, enter the Provider Code to which charges for this request should be billed. If
you don't know the provider code, please provide specific information on the department and/or
individual to be billed, along with the mailing address. You may also contact the Procurement Help
Desk for provider code information (601-576-HELP).

h. Division/Department - The department(s) and subdepartment(s) that will use the requested equipment
or services.

i. Hand mail - Mark Y (yes) if the address listed in b. is a hand mail address for delivery by DFA's Office of
Capitol Facilities. Mark N (no) if the address listed is a postal address.

3. Project Summary:

a. Narrative Description of Project: An overview of the project: what is being procured, what business
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needs the product or services will meet, any applicable statutory mandates. Is this a new function,
replacement of current automation, automation of a manual function?

b. ITS Acquisition Approval (CP-1) should be effective through this date: Date through which the
requesting agency will need to pay vendor invoices. For example, if you anticipate that a software system
will be implemented by December 31, 2009, and that you will pay monthly hosting fees for three years
beginning with implementation, the CP-1 must be in effect long enough after December 31, 2012 to allow
payment of the final vendor invoice. Forty-five days after the anticipated completion of a project is a good
rule-of-thumb in assigning this date.

c. Cost Estimates: This section of the request form is designed to capture your best estimates of one-time
and recurring costs for the lifecycle of the project. Costs should be broken out by state fiscal year, for the
lifecycle of the project. Note: these should be total project costs to be paid to outside vendors for new
hardware, software, and services, and do not include internal agency costs such as staff, floor space, and
existing hardware.

d. Time Constraints:

a. Item Needed by: Date by which you need the requested equipment or software delivered or
services to begin.

b. Funds Expire: Date funds expire, for state or federal funding year, grant end date, or other
time-related funding constraints.

e. Discuss Funding - How much of total anticipated funding needed for the project is actually available at
this time? What is your total project budget (external and internal)? What is the percent of federal
matching funds, if applicable? Are there other funds that are not general fund monies? From what fund
number will the payments be made?

f. Anticipated Lifecycle of Products/System (i.e. estimate years effective use) - How long do you
anticipate using the product to be acquired before replacing? What types of upgrade options are needed?
How long do you plan to pay maintenance/support? What do you anticipate the term of the initial contract
will be and what renewal options are desirable (i.e. number of renewals and length of each optional
renewal term)?

4. Acquisition Details:

a. Items Requested: - You may either (1) detail the requested items on the form or (2) attach
specifications, depending on what is being requested. If detailing on the form, list the name, quantity,
description, and building location(s) of the items being requested. Include the estimated dollar amount of
each item or service. If more space is needed, you may include an itemized attachment. If you itemize on
an attachment, be sure to summarize the acquisition in the space provided and reference the attachment.
If attaching specifications, furnish as much of the information outlined in i - iii below as practical and
applicable. Remember: State law requires that procurements of information technology be open and
competitive. ITS is prohibited by statute from issuing specifications that limit competition when there are
multiple products available to meet your business needs. We are committed to working with you to
develop the best possible specifications both to ensure your objectives are achieved and to protect you via
a legal and defensible procurement.

i. Initial minimum functional specifications - Based upon your agency or institution's initial needs,
define in as much detail as possible what your minimum requirements are for the item(s) your are
requesting. Outline those requirements which you consider mandatory. Do not simply list those
specifications which are on a vendor's technical sheet. Instead, define those functions which
correlate with your business needs. Where specifications are restrictive, be particularly specific
as to why the requirements are necessary to meet your needs. If the item(s) requested must be
compatible with existing equipment or interface with current applications, describe the equipment and
applications currently in place. For application software, are you seeking a COTS solution or custom
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development? How much customization of an existing package is acceptable?

ii. Training, documentation, implementation, and related services - In addition to the functional
requirements for equipment or software, what services will be needed for the vendor during
implementation? What are training requirements (number of staff, level of training, location of training,
classroom versus online, etc.)?

iii. Maintenance and support requirements - Selection of lowest and best proposal in many instances is
determined by the maintenance and support a vendor can offer on the item(s) he sells. Please define
what maintenance arrangement you deem most acceptable for the item(s) requested.

b. Describe platform and infrastructure - Provide relevant information depending on what is being
procured: What voice/data/video network connectivity will be needed? Provide information on transaction
size, volume. Describe utilization of State Data Center resources: mainframe, eGovernment portal,
payment engine, document management, hosting. Describe security requirements based on
classification of data and how these requirements will be met. What database and programming
language will be used? Will any additional hardware, software, personnel be required at your agency
(beyond what is included on this request)? If requesting approval for equipment to be located outside the
State Data Center, provide justification. If requesting approval for hosting to be provided by other than the
State Data Center, provide justification.

c. Progress to date - What has been done related to this project, including any communication with ITS
staff (data/voice/procurement/other)? Your assigned project manager can process your request most
effectively if they are aware of any decisions that have been made or information that has been obtained to
date. If applicable, please provide names and phone numbers of contacts within ITS or within the
requesting organization who can provide additional information.

d. Vendors Contacted: Attach written estimates or other information received from vendors -
Provide the names, addresses and telephone numbers of vendors whom you have talked with regarding
the procurement. Provide copies of any vendor proposals, configurations, recommendations, or literature
you have received on the item(s) being requested.

e. Critical Factor(s) (in the selection of a vendor/brand/solution for this acquisition) - Section
25-53-5 of the ITS law specifies that acquisitions be made from the lowest and best proposal. Many
factors can be considered in determining the lowest and best proposal. If selection of the proposal and
products to meet your agencylinstitution's needs should be based on criteria in addition to price, you
should furnish a listing of criteria upon which your agency/institution believes the selection of "lowest and
best" proposal should be based and the priority of each criterion. Discuss any manufacturer standards in
place that were established in compliance with ITS policy. What are the most critical functional or
technical requirements from your agency's perspective? Discuss budget/cost constraints.

5. Acknowledgement of procurement costs: Since ITS does not receive funding for the procurement
function, we must bill for the time spent performing procurement-related tasks. This billing is done on a
monthly basis for hours expended during the prior month and continues until the procurement project is
closed. For larger procurement projects or for smaller projects that span more than one month, you will
receive multiple bills for services for a given procurement. When proposals must be solicited for an acquisition,
the requesting agencylinstitution is responsible for the costs of the required advertisements in The Clarion
Ledger. Advertising charges and procurement services will be billed to the customer on the same invoice.
When submitting a procurement form via mail, fax, or email, enter the name and title of the agency head,
institution CIO, or designee on the line to the bottom left of the form. This person must then sign and date the
request. By signing the request, the authorized individual acknowledges understanding of the procurement
charges and commits the agency/institution to paying all costs incurred. In the on-line procurement request
system, the acknowledgement of charges is required when the request is submitted to ITS. Please note: ITS
must assume that persons submitting procurement requests under their signature or via the on-line request
system have been authorized to do so by their agency or institution. The customer agency must establish its
own internal procedures regarding signature and procurement request authority.

009-005 Procurement Process: Submitting a Request 117



ADDITIONAL INFORMATION: COOPERATIVE PURCHASING SUPPLEMENT

See 011-070 Procurement Instruments: Cooperative Purchasing Agreements for additional information on
cooperative purchasing.

1. Governmental Entity Establishing the Cooperative Agreement: Name of the specific governing body
(level of government: state, local, federal; name of entity and department) or consortium (membership; type
consortium) that initially established the cooperative agreement.

2. Name of Cooperative Agreement: Specific contract/purchase instrument reference name. Examples:
GSA Schedule 70; WSCA Wireless Communication & Equipment Contract.

3. Contact at Sponsoring Governmental Entity: Name of person who can answer questions and provide
any additional information required regarding the initial establishment and permissible use of the cooperative
agreement.

a. Phone: Of contact
b. Fax: Of contract
c. Email Address: of contact

4. Certification this cooperative agreement is available for use by the state: Requestor should
obtain certification from the entity establishing the cooperative agreement, stating that the State of Mississippi
may use the pricing and terms and conditions as a procurement vehicle and that the contract was awarded in
an open and competitive manner.

5. Other Requirements for use of agreement: Requirements the purchaser must meet in order to use the
cooperative agreement, including any necessary organizational memberships or other prerequisites.

6. Attach printout and/or Internet link for requested products or services, with contract pricing:
Attach a printout of the page from the contract, attachment, or Internet that shows the specific products or
services being procured and the associated pricing of those items.

7. Attach printout and/or Internet link for terms and conditions: Attach a copy of the contract, including
any processes or procedures for negotiating state-specific terms and conditions as a modification or addition to
the base contract. Provide a contact for contract questions and issues, if known and if different from the contact
in 3. above.

8. Cost Benefit Justification: Discuss and quantify research regarding the pricing and terms of the
cooperative agreement demonstrating that the use of this agreement for the requested products and services
is in the best interest of the State.

ADDITIONAL INFORMATION: SOLE SOURCE CERTIFICATIONS:

NOTE: Certification must be renewed for revisions to previous Sole Source Acquisitions. The marketplace may
have changed since the original sole source acquisition. After an initial contract term, a competition may be
required.

See 013-030 Procurement Types: Sole Source for additional information on Sole Source Certification.

1. Specific business requirements to be met by the requested products or services: The
purchasing agency or institution is responsible for documenting its business needs in the sole source request.
What are the business requirements, based on your agency's mission, enabling legislation, or external
mandate, that are to be met via the sole source acquisition? Include both an overview of the business
requirements and details on the specific features on which the sole source certification will be based.
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2. Other products/vendors researched or evaluated: Before a product or service can be certified as
single source, the market must be researched to identify alternate sources or products. Describe the
competitive market and document the specific reasons why other products or service providers in this market
cannot substantially meet your business needs. If similar products or services exist in the marketplace, the
business case for the unique functionality or characteristics of the sole-sourced item must be compelling for
the procurement to be sole-sourced under state statute.

3. Unique features (i.e. special functionality) of the requested product(s) or vendor: Documentin
detail the unique capabilities of the product or service to be sole-sourced. These features should be based on
business requirements as described in item 1. above. As the requestor, you are responsible for demonstrating
that only one product or supplier is capable of satisfying these requirements. The uniqueness must be based
on functionality. Patented methodologies, low cost, special incentives, largest user base, and other
comparative features are NOT acceptable as sole source determinants.

4. Vendor's Certification of Sole Source atttached: In addition to the requestor's certification of need and
uniqueness of the requested product, a statement is required from the vendor, on the company's letterhead.
This statement should certify both that (1) the product is unique in the specific ways documented by the
customer in item 3. above and (2) the product is available only through the manufacturer and not via resellers.
Requestors should provide instructions to vendors on the type of certification that is required by Mississippi's
sole source statute. Vendors should not include adjectival justification (best, largest, fastest) but should clearly
describe unique functionality. If there are resellers but the product itself is certified as single source, a
product-specific competition must be conducted among resellers to obtain competitive pricing.

5. Vendor's proposal attached: If the vendor has provided pricing and/or terms and conditions for a contract,
please attach these. Because the State is at a contractual disadvantage in an acquisition not based upon a
competition with detailed specifications, it is especially important that the contract be based on the State's
contract templates that meet Mississippi's statutory requirements. The proposal and vendor contracts provide
a starting point for incoporating the specifics of the purchase into the State's paperwork as a solid contractual
foundation that protects the purchaser for the life of the product.

6. SAAS Vendor Code(s)--Vendor must be in SAAS before a CP-1 can be issued. Because the
vendor has already been determined in a Sole Source request, providing the following information in parallel
with the documentation required for sole source certification may speed up the acquisition process. ITS will
verify that the vendor information is already in SAAS or will work with you to acquire the W-9 form required to
add the vendor to the SAAS vendor file.

1. Place order to: Vendor name and address
2. Remitto: Vendor name and address: Please provide if different from "Place order to" information.

7. Signature of agency head or IHL CIO: For a sole source request, this signature, in addition to
acknowledging procurement charges as described above, is also the requesting entity's certification that (1)
the requested product or service performs a significant function or provides a service for which no other
paroduct or source of services exists; (2) the requesting entity has a business need for these unique functions
or services; and (3) there are no other parties that could provide the product or service.

ADDITIONAL INFORMATION: EMERGENCY PURCHASE CERTIFICATION:
See 013-060 Emergency Purchases for additional information on emergency purchase certification.

1. If applicable, attach a certified copy of the appropriate minutes of the agency's board meeting
regarding the emergency purchase - Mississippi Code Section 31-7-13 (j) outlines the emergency
purchase procedure for state agencies and IHLs under ITS purview. This paragraph also requires that any
agency executive responsible to an agency board document each emergency purchase in the minutes of the
meeting following the emergency purchase. A copy of these minutes should be provided with the emergency
purchase certification.
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2. Does the situation fall under the definition of an emergency set forth in Section 31-7-1 (f) of
Mississippi Code?
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